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INTRODUCTION 


The  purpose  of  this  manual  is  to  provide  a  reference  document  to  assist  State 
agencies  in  the  procurement  process  for  Information  Technology  (IT)  goods  and 
services. 

To  gain  a  basic  familiarity  with  IT  procurements  you  need  the  answers  to  five 
questions: 

1.  When  is  the  Commissioner  of    Administration  and  Finance's  approval 
needed? 

2.  Are  the  goods  and  services  I  need  considered  to  be  "Information 
Technology"  goods  or  services? 

3.  What  type  of  procurement  is  this:  Competitive,  Sole  Source,  etc.? 

4.  What  are  the  steps  in  an  IT  procurement? 

5.  How  long  will  it  take? 

6.  What  can  I  do  to  facilitate  this  procurement? 

This  manual  is  designed  to  help  you  answer  the  above  questions  (and  others) 
pertinent  to  the  procurement  of  IT  goods  and  services  thus  helping  to  ensure  a 
proper  acquisition  in  the  fastest  time  possible. 
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THE  BITA  ORGANIZATION 

Its  History 

In  1969,  a  cooperative  effort  was  undertaken  by  the  Commissioner  of 
Administration  and  Boston  University  to  improve  the  acquisition,  application  and 
distribution  of  data  processing  technology  resources  in  the  Commonwealth  of 
Massachusetts. 

As  a  result  of  this  study  the  Bureau  of  System  Analysis,  Information  Technology 
and  Telecommunications  was  established  by  virtue  of  M.G.L.  Chapter  7,  Section 
4. 

The  Bureau  was  given  two  responsibilities: 

1 .  to  conduct  studies  of  the  information  technology  efforts  of  all  agencies 
with  a  view  to  improving  efficiency  in  and  promoting  economy  in  the 
purchase  and  utilization  of  processing  resources  of  both  equipment 
and  contract  support  resources,  and; 

2.  to  develop  a  reliable  telecommunications  system  for  joint  use  by 
agencies  and  subdivisions  of  the  Commonwealth,  to  work  toward 
practical  consolidation  and  use  of  the  existing  communication  systems 
owned  or  used  by  the  Commonwealth  for  both  voice  and  information 
transmission  services. 

During  the  first  term  of  Governor  Dukakis,  in  the  early  seventies,  by  Executive 
Order,  the  Bureau  was  split  into: 

1.  The  Bureau  of  System  Analysis  and  Information  Technology  which 
continued  to  support  and  review  procurement  requests  for  technical 
data  and  informational  transmission  equipment,  the  purchase  of  third 
party  support  services,  and  the  additional  responsibility  of  directing 
the  Comptroller's  Data  Center,  which  was  renamed  the 
Administration  and  Finance  Data  Center. 

2.  The  Bureau  of  Telecommunications  which  continued  to  oversee  and 
coordinate  voice  grade  networks  and  carrier  services. 
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In  1979,  Governor  King  issued  Executive  Orders  156  and  166  which  established 
the  Office  of  Management  Information  Systems  (OMIS).  OMIS  was  divided  into 
two  bureaus: 

1 .  The  Bureau  of  Systems  Operations  which  consolidated  the  Department 
of  Public  Welfare's  Office  of  Management  Services,  and  the  A&F 
Data  Center  and; 

2.  The  Bureau  of  Systems  Policy  and  Planning  (BSPP)  which  assumed 
the  functions  relating  to  information  technology  by  the  Bureau  of 
Systems  Development,  and  those  functions  being  performed  by  the 
Bureau  of  Information  Technology  and  Telecommunication 
(procurement,  planning,  policy,  standards,  etc.). 

Governor  Dukakis,  under  Article  87  Amendment  to  the  Commonwealth 
Constitution,  initiated  several  consolidation  measures  to  reduce  spending  and 
conserve  monies.  One  of  these  consolidations  was  the  restructuring  of  the  State 
Purchasing  Office.  The  Office  of  Telecommunications  (OTC)  along  with  the  legal, 
procurement, and  agency  analytical  support  functions  of  BSPP  were  moved  to  the 
Department  of  Procurement  and  General  Services  (DPGS).  DPGS  kept  OTC  intact 
and  formed  a  new  bureau  called  the  Bureau  of  Information  Technology 
Acquisitions  (BITA)  to  handle  the,  procurement,  legal,  and  analytical  aspects  of 
information  technology  acquisitions. 

Current  Organization 

The  Bureau  of  Information  Technology  Acquisitions  is  located  at: 

One  Ashburton  Place,  10th  Floor 
Boston,  MA  02108 
Telephone:  (617)  727-7500 

BITA  is  currently  composed  of  ten  (10)  full-time  employees,  an  organization  chart 
is  attached  for  your  review  (see  Appendix  A). 


Page  3 


December  14,  1992 


BITA  (Bureau  of  Information  Technology  Acquisitions) 


Teams  consisting  of  two  BITA  analysts  are  each  assigned  specific  departments  and 
secretariats  within  the  Executive  Branch  (see  Appendix  B).  Each  department  and 
secretariat  designates  an  individual  as  their  information  Technology  and 
Telecommunications  Procurement  Coordinator.  A  BITA  team  then  works  hand-in- 
hand  with  the  designated  Procurement  Coordinator. 

Bureau  statistics  for  FY  91  were: 


Dollar  Value  of  Info-Tech  Acquisitions  $102,000,000 

Annual  Estimated  Savings  28,000,000 

Number  of  Blanket  Contracts  23 

Number  of  Vendors  on  Blankets  128 

Number  of  AF-29s  1 ,800  -  2,000 

Number  of  Work  Orders  5,500  -  6,000 

Number  of  RFP's  125 

Number  of  IFB's  90 

Number  of  small  purchases  35 

Number  of  Selection  Boards  275 

Freedom  of  Information  Requests  70 

Vendor  Packages  1,100 

Average  Annual  Phone  Calls  60,000 

Assistance  to  non-AF-29  agencies  for: 

Competitive  Procurements  60 

Vendor  Conferences  175 
Training  Classes: 

Selection  Boards  12 


BITA  Mission  Statement 

The  purpose  of  BITA  is  to  ensure  the  cost  effective  procurement  of  information 
technology  and  telecommunications  goods  and  services  needed  by  Executive 
Branch  departments  through  procurement  practices  that  are  consistent  with  the 
M.G.L.  c.29  s.27B,  M.G.L.  c.7  ss.4  and  7,  M.G.L.  c.29  S.21A  and  all 
appropriate  regulations  and  policies  promulgated  thereunder  (see  Appendix  C  - 
DPGS  Regulations),  and  to  ensure  the  proper  development  of  agency  and 
secretariat  information  technology  plans. 
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Objective 

To  ensure  that  information  technology  and  telecommunications  procurements  are: 
cost  effective,  technically  feasible,  consistent  with  Commonwealth  ADP 
policy/information  technology  plans  and  ADP  procurement  regulations;  relevant 
to  the  agency's  mission;  within  the  ability  of  the  agency  to  implement  and  support; 
obtained  in  a  manner  consistent  with  laws  of  general  applications;  and  either 
directly,  or  through  adaptation,  accessible  to  persons  with  disabilities,  and 
procured  consistent  with  Executive  Order  246. 

Goals 

1 .  Establish  Agency  and  Secretariat  Plans  in  accordance  with  802  CMR  1 .00 

2.  To  provide  the  most  efficient  process  possible  to  agencies  to  expedite 
information  technology  acquisitions. 

3.  Serve  as  the  point  of  contact  between  agencies  and  vendors. 

4.  Ensure  that  agencies  obtain  cost-effective  and  accessible  Information 
Technology  goods  and  services  by  open,  fair  and  competitive  methods. 

Responsibilities 

Procurement  Responsibility 

Depending  on  the  agency  you  work  for,  your  acquisition  of  Information 
Technology  goods  or  services  may  or  may  not  require  the  approval  of  the 
Commissioner  of  Administration  and  Finance.  There  are  more  than  170  executive 
branch  agencies.  These  agencies  generate  over  five  thousand  requests  a  year.  No 
commissioner  could  possibly  review  all  of  these  requests.  Therefore,  in  an  effort 
to  assist  the  Commissioner,  BITA  has  the  responsibility  for  reviewing  all  agency 
requests  and  making  recommendations  to  the  Commissioner. 
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Agencies  which  need  Commissioner  Approval 

All  executive  branch  agencies,  with  the  exception  of  the  higher  education 
institutions  need  approval  for  their  IT  procurements.  A  complete  list  is  attached 
to  this  manual  in  Appendix  B. 

Agencies  which  do  not  need  Commissioner  Approval 

Governor's  Office 
Lieutenant  Governor's  Office 
Office  of  the  Attorney  General 
Legislature 
Judiciary 

Secretary  of  State's  Office 
State  Auditor's  Office 
Treasurer's  Office 
Cities  and  Towns 
Regional  School  Districts 

Exempt  Authorities  (e.g.,  Massport,  MTA,  MBTA,  MWRA) 
Institutions  of  Higher  Education 

Planning 

According  to  the  Regulations,  agencies  and  secretariats  are  required  to  submit  an 
Information  Technology  Plan  to  BITA.  These  plans,  approved  by  BITA,  serve  as 
the  road  map  by  which  each  department  will  go  forward  in  procuring  the  goods 
and  services  to  achieve  its  technology  goals  and  objectives.  The  following  are 
excerpts  from  the  Regulations  stipulating  BITA  planning  responsibility: 

Department  Information  Technology  Plans. 

(1)  Every  Department  that  uses  or  intends  to  use  Information  Technology 
Resources  shall  prepare  a  Department  Information  Technology  Plan,  which 
is  comprised  of,  but  not  limited  to,  the  set  of  its  current  Information 
Technology  Initiatives  covering  a  period  at  least  equal  to  the  remainder  of 
the  current  fiscal  year  and  the  succeeding  fiscal  year. 
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The  Department  shall  revise  its  plan  as  often  as  necessary  to  keep  it  current, 
to  conform  it  to  the  applicable  Secretariat  Information  Technology  Plan,  and 
to  maintain  the  required  period  of  coverage.  BITA  shall  establish 
procedures  to  coordinate  the  preparation  and  revision  of  Department 
Information  Technology  Plans,  so  far  as  practicable,  with  the  annual  budget 
and  schedule  preparation  procedures  required  of  Departments  by  M.G.L.  c. 
29  s.  3  et  seq. 

(2)  Each  Department  shall  deliver  its  Department  Information  Technology  Plan 
and  all  revisions  to  BITA  with  copies  to  its  Secretariat  if  it  so  reports.  Each 
Department's  Information  Technology  Plan  shall  be  subject  to  review  by 
BITA  at  any  time.  BITA  may  delay  action  on  any  pending  Request  until 
the  Department  Information  Technology  Plan  of  the  requesting 
Department  is  complete  and  current.  BITA  shall  deliver  a  copy  of  all 
current  Department  Information  Technology  plans  to  the  Office  of  Technical 
Planning  (OTP)  for  review  and  comment  prior  to  BITA  approving  the 
Department  Plan. 

(3)  In  developing  its  plan  each  Department  should  review  The  Americans  with 
Disabilities  Act  of  1990  (ADA)  which  adapted  and  extended  many  of  the 
requirements  of  the  1986  Reauthorization  of  the  Rehabilitation  Act  of  1973. 
The  law  requires  barrier-free  access  to  places  that  serve  the  public,  this 
includes  state  and  local  government  services  (information  resources), 
transportation,  and  telecommunications  services. 

Department  Information  Technology  Initiatives. 

(1)  Each  Department  shall  deliver  to  BITA  its  new  or  revised  Information 
Technology  Initiatives  as  they  are  developed. 

(2)  Each  Initiative  shall  be  a  detailed  plan  to  automate  a  manual  business 
function,  to  enhance  an  already  automated  process  or  function,  or  to  create 
a  new  business  function,  service,  or  process,  in  order  for  the  Department  to 
better  achieve  its  mission. 


Page  7 


December  14,  1992 


BITA  (Bureau  of  Information  Technology  Acquisitions) 


(3)  Information  Technology  Initiatives  are  planning  tools  and  they  may  be  long- 
term  in  focus.  They  are  not  limited  to  the  remainder  of  the  current  fiscal 
year  and  the  succeeding  fiscal  year.  As  such,  they  need  not  be  specific 
about  exact  funding  sources  for  the  prospective  Information  Technology 
Resources. 

Secretariat  Information  Technology  Plans. 

(1)  Each  Secretariat  shall  prepare  a  Secretariat  Information  Technology  Plan 
covering  a  period  at  least  equal  to  the  remainder  of  the  current  fiscal  year 
and  the  succeeding  fiscal  year.  Each  Secretariat  shall  revise  its  plan  as  often 
as  necessary  to  keep  it  current,  to  conform  it  to  the  Commonwealth 
Information  Technology  Plan,  and  to  maintain  the  required  period  of 
coverage.  BITA  shall  establish  procedures  to  coordinate  the  preparation  and 
revision  of  Secretariat  Information  Technology  Plans,  so  far  as  practicable, 
with  the  annual  budget  and  schedule  preparation  procedures  required  of 
Secretariats  by  M.G.L.  c.  29  s.  3  et  seq. 

(2)  Each  Secretariat  shall  deliver  its  Secretariat  Information  Technology  Plan 
and  all  revisions  to  BITA.  Each  Secretariat  Information  Technology  Plan 
shall  be  subject  to  review  by  BITA  at  any  time.  BITA  may  delay  action  on 
any  pending  Request  by  a  constituent  Department  of  the  Secretariat  until  the 
Secretariat  Information  Technology  Plan  is  complete  and  current.  BITA 
shall  deliver  a  copy  of  all  current  Secretariat  Information  Technology  Plans 
to  OTP  for  review  and  comment  prior  to  BITA  approving  the  Secretariat 
Information  Technology  Plan. 
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PROCUREMENT  PROCESS  DETAILS 


What  the  Commissioner  of  Administration  and  Finance  is  Approving 

It  is  important  to  realize  that  when  the  Commissioner  of  Administration  and 
Finance  gives  his  approval,  he  is  approving  several  different  things: 

1.  The  desired  goods  or  services  are  technically  feasible  and 
cost-effective. 

2.  The  procurement  is  consonant  with  agency,  secretariat  and 
Commonwealth  information  technology  policies  and  plans. 

3.  The  agency  has,  or  is  able  to  obtain,  the  staff  and  facilities  that  are 
required  to  support  the  requested  equipment  and  software  or  supervise 
the  requested  services. 

4.  The  goods  or  services  are  procured  legally.  (In  most  cases,  this 
means  competitively.) 

5.  Adequate  funds  are  available  for  the  procurement. 

6.  The  goods  or  services  are  obtained  in  a  manner  consistent  with  laws 
of  general  applications  and  either  directly,  or  through  adaptation,  are 
accessible  to  persons  with  disabilities,  and  are  procured  consistent 
with  Executive  Order  246. 

In  practice,  the  Commissioner's  approval  is  given  in  stages,  rather  than  all  at  once. 
These  stages  are  defined  in  detail  in  other  areas  of  this  manual. 

Executive  branch  agencies  cannot  legally  incur  an  obligation  or  expend  funds  for 
Information  Technology  goods  or  services  until  the  Comptroller's  Office  has  date 
and  time-stamped  the  signed  AF-29  or  an  approved  PE  encumbering  document. 

NOTE:  In  the  current  administration,  the  Commissioner  of  Administration  and 
Finance  has  delegated  his  responsibility  to  approve  "Information  Technology"  (IT) 
Requests  for  goods  and  services  to  the  State  Purchasing  Agent. 
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Information  Technology  Goods  and  Services 

The  second  basic  question  that  must  be  answered  when  preparing  an  IT  request 
is  whether  the  goods  and  services  you  want  are  "Information  Technology"  (IT) 
goods  or  services.  If  the  answer  is  "yes",  then  the  rest  of  this  manual  will  be  of 
interest,  as  it  tells  you  what  is  special  or  different  about  the  process  of  procuring 
IT  goods  and  services,  and  how  long  it  will  take. 

To  make  the  definition  easier  to  follow,  we  look  first  at  IT  goods  and  then  at  IT 

services. 

Information  Technology  Goods 

Information  technology  goods  are  equipment  that  contain  a  user-programmable 
computer  or  are  accessories  for  such  equipment,  and  software.  Examples  are 
given  below: 

Sample  -  Information  Technology  Goods 

PBX's  and  Telecommunications  equipment 

Computers  (PCs,  Minis,  Mainframes) 

PC  peripherals  (expansion  boards,  hard  disks,  printers, 

plotters,  and  adaptive  computer  access  equipment) 
Terminals,  terminal  controllers 
DASD  (on-line  storage  devices) 
Tape  and  cassette  drives 

Data  communications  equipment  (modems,  PADS,  port 

protection  devices,  front  end  processors) 
Cable  (coax,  twinax,  twisted  pair,  fiber) 
Local  area  and  wide  area  networking  equipment 
Computer-aided  design  (CAD)  and  computer-aided 

engineering  (CAE)  workstations 
Word  processors,  including  programmable  stenographic 

equipment  and  typewriters  that  store  keyed  characters 

on  removable  media. 
Software 
CD  ROM 

Adaptive  computer  access  equipment 
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Equipment  that  does  not  contain  a  user-programmable  computer,  by  our 
definition,  is  not  considered  to  be  information  technology  equipment.  Examples 
of  such  equipment  are: 

Photocopiers 
Calculators 
Typewriters 
Automated  fuel  stations 
VCR's 

Fax  Machines 
Cars 

More  and  more  equipment  will  contain  some  kind  of  computer.  As  our 
definition  makes  clear,  it  makes  a  difference  what  kind  of  computer  it  is.  If  a 
user  can  program  it,  it  falls  under  the  Commissioner  of  Administration  and 
Finance's  IT  regulations.  If  users  cannot  program  it,  it  does  not.  As  with  any 
definition,  there  are  grey  areas.  If  you  are  in  doubt,  please  contact  your  BITA 
analyst  for  clarification.  One  of  BITA's  responsibilities  is  to  make  rulings  in 
such  cases. 

Information  Technology  Services 

Services  refer  to  work  by  an  individual(s)  or  entities  who  are  not  agents  of  the 
Commonwealth:  work  done  under  contract  on  an  hourly  basis,  or  as  part  of  a 
fixed  price  contract. 

Such  services  are  information  technology  services  when  the  work  contracted  is 
to  analyze,  develop,  design,  document,  program,  install,  test,  or  operate 
information  technology  equipment  or  systems,  or  to  perform  such  related 
activities  as  data  entry,  data  conversion  and  maintenance. 

Sample  -  Information  Technology  Services 

.  Systems  planning,  selection,  design,  and  development, 
including  feasibility  studies,  needs  and  systems 
analysis,  programming,  testing  and  implementation. 

.  Software  design,  modification,  and  maintenance 

.Cable  installation 
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.Hardware  maintenance  and  repair 
.Facilities  management 

.Services  received  from  commercial  IT  service  bureaus 
.Data  entry 
.Data  conversion 

Is  a  Competitive  Procurement  Needed? 

The  third  critical  issue  which  you  must  resolve  is  the  method  you  will  use  to 
procure  your  IT  goods  or  services.  Even  if  you  do  not  need  the  approval  of  the 
Commissioner  of  Administration  and  Finance  to  spend  funds,  you  must  still 
consider  how  you  legally  and  competitively  obtain  the  goods  and/or  services 
you  need. 

Because  you  are  spending  public  funds,  special  procurement  rules  apply. 
Generally,  you  cannot  just  go  out  and  buy  what  you  need  from  the  vendor  of 
your  choice.  Under  certain  limited  circumstances,  however,  you  may  be 
allowed  to  undertake  a  sole  source  procurement  with  the  prior  approval  of  the 
Commissioner  of  Administration  and  Finance. 

The  regulations  (Appendix  C)  spell  out  in  detail  the  acceptable  reasons  for 
procuring  IT  goods  or  services  non-competitively  (sole  source).  In  summary, 
you  can  "sole  source"  if: 

1 .  The  goods  and  services  cost  $500  or  less; 

2.  The  goods  or  services  are  needed  to  protect  health  or  safety  in  an 
emergency  situation; 

3.  There  is  only  one  vendor  that  can  provide  the  goods  or  services; 

4.  You  are  procuring  the  goods  or  services  from  another  governmental 
agency; 

5.  You  are  obtaining  IT  services  from  an  IT  consultant  (03); 

6.  None  of  the  vendors'  responses  to  a  competitive  procurement  meet  the 
mandatory  technical  and  business  specifications; 
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7.  The  agency  can  avoid  significant  software  conversion  or  software  rewrite 
costs;  or 

8.  The  goods  are  needed  for  compatible  growth. 

NOTE:  As  stated  earlier,  all  goods  or  services  must  be  in  compliance  with 
federal  and  state  laws,  such  as  ADA,  which  means  the  goods  or  services  must 
be  accessible  to  the  disabled. 

If  your  procurement  does  not  meet  one  of  these  criteria,  the  goods  and/or 
services  must  be  acquired  competitively. 

Executive  Branch  agencies  must  talk  to  BITA  before  initiating  an  IT 
procurement.  The  Regulations  do  not  allow  Executive  Branch  agencies  to 
initiate  competitive  procurements  for  IT  goods  or  services  themselves.  They 
must  be  issued  for  an  agency  by  BITA.  If  you  issue  one  yourself,  the 
Commissioner  of  Administration  and  Finance  will  cancel  it.  (If  the 
Commonwealth  doesn't  follow  the  Regulations,  an  aggrieved  vendor  could 
successfully  sue  to  void  the  procurement.) 

BITA  does  not  initiate  IT  procurements  for  agencies  outside  the  Executive 
Branch  of  government.  However,  these  agencies  can  request  advice  and 
information  from  BITA,  including  copies  of  procurement  documents,  copies  of 
blanket  contracts,  and  copies  of  mandatory  contract  terms  and  conditions. 
Agencies  outside  the  Executive  Branch  and  cities  and  towns  can  also  purchase 
IT  goods  and  services  from  the  BITA  blankets  if  they  so  choose. 

What  are  the  procurement  steps? 

In  most  procurements  there  are  seven  major  steps.  Generally,  they  are: 

1 .  Your  procurement  coordinator  sends  a  Notice  of  Proposed  Procurement 
to  BITA,  (A  sample  Notice  is  shown  in  Appendix  D.) 

2.  BITA  assigns  a  file  number,  reviews  the  idea  and  recommends  the 
proposed  method  of  vendor  selection. 
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3.      Agencies  are  required  to  utilize  AF-29  forms  for  requests  to  purchase 
information  technology  goods  or  services.  Submit  an  AF-29  form  (see 
Appendix  E)  to  your  Executive  Office  for  approval  and  signature. 

When  the  AF-29  has  been  signed,  it  is  forwarded  to  BITA. 

In  order  to  make  the  review  process  as  open  and  objective  as  possible, 
BITA  uses  the  following  criteria  to  decide  whether  an  AF-29  request 
merits  a  favorable  recommendation: 


3A.    The  desired  goods  or  services  must  be  technically  feasible  and 
cost-effective; 

3B.    The  procurement  must  be  consonant  with  agency,  secretariat  and 
Commonwealth  information  technology  policies  and  plans; 

3C.    The  agency  must  have,  or  be  able  to  obtain,  the  staff  and  facilities 
that  are  required  to  support  the  requested  equipment  and  software 
or  supervise  the  requested  services; 

3D.    The  goods  or  services  must  be  procured  legally.  (In  most  cases, 
this  means  competitively.); 

3E.    The  agency  must  demonstrate  it  has  or  can  obtain  adequate  funds  to 
purchase  the  goods  or  services. 

3F.    The  goods  or  services  must  be  obtained  in  a  manner  consistent  with 
laws  of  general  applications  and  either  directly,  or  through 
adaptation,  be  accessible  to  persons  with  disabilities,  and  be 
procured  consistent  with  Executive  Order  246. 
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4.  A  vendor  is  selected  using  one  of  six  methods  allowed  by  the  regulations: 

Small  Purchase  (under  $7,500) 
Sole  Source 
Blanket  Contract 
Invitation  for  Bids  (IFB) 
Request  for  Proposals  (RFP) 
Emergency 

If  an  IFB  or  RFP  is  appropriate,  BITA  issues  it  on  your  behalf,  and  employees 
from  your  agency  participate  on  a  Selection  Board  to  prepare  the  IFB  or  RFP 
and  evaluate  the  responses. 

5.  DPGS  negotiates  a  contract  with  the  selected  vendor  (unless  a  contract  is 
already  in  place). 

6.  The  Commissioner  of  Administration  and  Finance  gives  his  final 
approval  by  signing  the  AF-29  form. 

7.  BITA  initiates  a  lease  order  or  service  contract  on  behalf  of  your  agency 
for  the  approved  goods  or  services.  An  approved  PE  encumbrance 
document  is  entered  into  MMARS  for  blanket  contract  purchases. 

The  first  six  steps  are  described  in  detail  in  the  Regulations,  specifically  802 
CMR  1.00.  You  will  find  a  copy  of  the  Regulations  in  Appendix  C. 
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How  Long  Will  It  Take? 

The  time  needed  depends  on  the  type,  value,  and  volume  of  goods  or  services 
you  are  purchasing  and  on  the  amount  of  work  your  procurement  coordinator  is 
willing  to  do  to  help  expedite  the  procurement. 

The  method  of  vendor  selection  (step  4  above)  usually  has  the  greatest  impact 
on  the  amount  of  time  required,  as  shown  in  the  chart  below. 


DP  Procurement  Timetable 
(estimate) 


1. 

Small  Purchase  (under  $7,500) 

1  to  3  weeks 

2. 

Sole  Source 

3  to  5  weeks 

3a. 
3b. 

Blanket  Contract  ($500  -  50,000) 
Blanket  Contract  (>  $50,000  or  services) 

1  to  3  days 

2  to  4  weeks 

4. 

Invitation  for  Bid  (IFB) 

2  to  5  months 

5. 

Request  for  Proposal  (RFP) 

4  to  12  months 

6. 

Emergency 

1  to  3  weeks 

NOTE:  the  variance  in  estimated  time  frames  for  any  individual  type  of 
procurement  is  dependent  upon  agency  preparation;  i.e.  if  an  agency  submits  a 
comprehensive  NOPP  and  commits  dedicated  resources,  the  time  frame  is 
minimized. 

We  cannot  show  an  average  time  here  with  any  degree  of  certainty  because 

each  procurement  has  its  own  level  of  complexity,  unique  attributes  and  time 

variables,  some  of  which  are  outside  the  control  of  BITA.  First,  there  is  the 

time  it  takes  to  fill  out  the  AF-29  form,  obtain  the  required  signatures,  and 

write  up  and  submit  a  justification  and  budget.    There  is  also  the  time  the 

AF-29  spends  in  your  agency's  budget  office,  and  with  your  agency  head 

waiting  for  his/  her  signature.  Yet  another  variable  is  the  amount  of  time  it 

takes  your  secretariat  to  review  and  approve  your  request,  and  to  forward  it  to  BITA. 
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The  time  needed  for  a  proper  procurement  depends  critically  on  the  type  of 
vendor  selection  method  used.    We,  therefore,  recommend  that  your 
procurement  coordinator  check  first  to  see  if  what  you  need  is  on  a  Blanket 
Contract  (which  is  usually  the  fastest  method  for  larger  procurements).   A  list 
of  current  Blanket  Contracts  showing  the  types  of  equipment  and  service 
currently  available  on  contract,  and  each  contract's  expiration  date,  is  provided 
in  Appendix  G.. 

If  there  is  no  appropriate  Blanket  Contract,  the  next  quickest  is  usually  a  small 
purchase  (for  purchases  under  $7,500)  or  a  sole  source  (if  your  procurement 
qualifies). 

The  other  alternatives  are  an  Invitation  for  Bids  (IFB),  in  which  cost  is  the  sole 
criterion  for  choice  among  responsive  bidders,  and  a  Request  for  Proposals 
(RFP),  in  which  there  are  other  criteria  than  cost. 

Assistance 

As  indicated  earlier,  the  team  of  BITA  Analysts  assigned  to  your  agency  is 
responsible  for  providing  assistance  throughout  the  IT  procurement  process. 
Appendix  B  indicates  your  agency  analyst  team  and  their  telephone  numbers. 
BITA  Analyst  assigned  to  your  agency.  You  can  get  advice  on  procurements 
informally,  by  a  phone  call  or  visit,  or  formally,  in  response  to  a  Notice  of 
Proposed  Procurement  (NOPP)  which  you  send  to  BITA.  The  Notice  (NOPP) 
officially  begins  the  IT  procurement  process. 
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BITA  Notes 

.  BITA  expects  agencies  to  need  Information  Technology  goods  and  services. 

.  BITA  is  a  service  organization,  and  its  staff  is  dedicated  to  ensuring  that  IT 
procurements  are  completed  as  quickly  as  possible.  Your  knowledge  of  the 
procedures,  and  your  assistance,  will  help  expedite  the  procurement  process. 

In  summary,  if  you  are  contemplating  an  IT  procurement: 

a.  Check  the  list  in  Appendix  B  to  see  if  your  agency  needs  the 
approval  of  the  Commissioner  of  Administration  and  Finance; 

b.  Then  check  the  definitions  in  this  document  to  see  if  what  you  need 
are  IT  goods  or  services. 

c.  If  the  answer  to  both  questions  is  "Yes",  have  your  procurement 
coordinator  send  a  Notice  of  Proposed  Procurement  to  BITA  (One 
Ashburton  Place,  Room  1017,  Boston,  MA  02108)  with  a 
proposed  budget  and  a  brief  justification  that  addresses  the  five 
criteria  listed  on  page  9. 

Assistance  is  always  available  from  your  BITA  Agency  Team. 
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PROCUREMENT  METHODS 

The  workflow  is  described  in  the  following  steps.  Procedures  listed  on  the  left 
side  are  Agency  responsibilities.  Procedures  listed  on  the  right  side  are 
DPGS/BITA  responsibilities.  These  steps,  and  their  step  numbers,  correspond 
to  the  flowchart  in  Appendix  F. 

INITIAL  PROCESSING 
AGENCY  D.P.G.S. 

1 .     A  Notice  of  Proposed  Procurement  (NOPP)  is 

sent  from  the  Agency  Procurement  Coordinator 
addressed  to  the  Director  of  BITA.  It  should 
include  a  brief  description  of  the  information 
technology  product/service  that  is  being 
purchased  as  well  as  (A  sample  NOPP  is  shown 
in  Appendix  D): 

la.    the  type  of  procurement  (blanket,  sole  source, 
small  purchase,  etc.); 

lb.  the  estimated  cost; 

lc.  the  funding  source  (State,  Federal,  etc.); 

Id.  the  in-depth  justification  for  this 
procurement,  if  possible; 

le.  the  initiative  within  the  department's  plan; 

If.   the  time  frame  for  which  this  service  is 
needed  (6  mos.,  fiscal  year); 

lg.  the  name,  address,  and  telephone  number  of 
the  Procurement  Coordinator. 
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AGENCY  D.P.G.S. 

2.  Upon  receipt  at  DPGS  the  NOPP  is 
time  stamped  at  the  Procurement 
section,  assigned  a  BITA  File 
Number  and  entered  into  the  AF-29 
Tracking  System. 

3.  The  file  is  forwarded  to  an  Assistant 
Director  in  BITA.  The  AF-29 
Tracking  System  is  updated. 

4.  The  Assistant  Director  will  assign 
the  file  to  an  Analyst  Team  which 
will  work  with  the  Agency 
throughout  the  entire  procurement 
process.  The  Lead  Analyst's  name 
is  entered  into  the  AF-29  Tracking 
System. 

A  copy  of  the  NOPP  is  returned  to 
the  Agency  with  the  file  number  that 
has  been  assigned  to  this 
procurement. 

5.  Within  2  business  days  of  receipt  of 
the  file,  the  Analyst  will  call  the 
Agency's  Procurement  Coordinator 
for  a  Screening  Conference  and  to 
give  the  Coordinator  the  file  number. 
The  AF-29  Tracking  System  is 
updated. 

6.  The  screening  conference  can  be 
held  either  by  telephone  or  in  a 
meeting  between  BITA  and  Agency 
personnel  connected  with  the 
procurement. 
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AGENCY  D.P.G.S. 

The  Screening  Conference 
determines  the  exact  scope  and  need 
for  the  procurement  which  in  turn 
will  determine  which  of  six  (6) 
procurement  processes  will  be  used: 

Blanket  Contract  (Major  Price 
Agreement) 

Non-Competitive  (Sole  Source) 
Small  Purchase 
Invitation  for  Bids  (IFB) 
Request  for  Proposals  (RFP) 
Emergency 

(See  the  Regulations  -  Appendix  C  for  descriptions  of  these  processes) 

The  AF-29  Tracking  System  is 
updated  with  the  Screening 
Conference  date. 

The  Agency  may  be  asked  to  submit 
additional  justification  addressed  to  the 
BITA  Analyst. 

7.     At  this  point  the  procurement  idea  is 
approved  or  disapproved.  If  the 
procurement  is  denied,  the  Agency 
may  begin  an  appeal  process. 
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AGENCY  D.P.G.S. 

8.  If  the  procurement  is  approved  by 
the  Analyst,  the  Analyst  will  write  a 
memo  requesting  Idea  Approval  and 
pass  it  along  for  approval  by  the 
Assistant  Director.  The  AF-29 
Tracking  System  is  updated. 

***  However,  it  should  be  noted  that  the  procurement  may  be 
disapproved  at  any  time  during  the  remainder  of  the  procurement 
process. 

9.  The  Assistant  Director  approves  or 
disapproves,  passes  the  file  along  to 
the  Director  of  BITA,  and  updates 
the  AF-29  Tracking  System. 

10.  The  Director  of  BITA  approves  or 
disapproves  the  procurement  request. 
The  AF-29  Tracking  System  is 
updated,  and  the  file  is  returned  to 
the  assigned  Analyst  for  further 
processing. 

NOTE:    As  stated  earlier,  all  goods  or  services  must  be  in  compliance  with 
federal  and  state  laws  such  as  ADA,  which  means  the  goods  or  services  must 
be  accessible  to  the  disabled.  This  may  be  determined  in  one  of  the  above  steps 
or  in  various  other  steps,  depending  on  the  particular  procurement  process. 

The  above  ten  (10)  steps  apply  to  all  six  (6)  processes  described  in  #6  above. 
From  here  on  the  individual  processes  continue  as  follows: 
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1.  BLANKET  CONTRACT  (MAJOR  PRICE  AGREEMENT) 

In  this  segment,  we  will  discuss  some  of  the  major  points  that  are  of  interest  to 
agencies,  related  to  "Blanket"  procurements.  There  are  a  number  of  questions 
that  agencies  have  about  the  blankets  BITA  currently  manages.  The  first 
question  you  may  ask  is: 

What  is  a  Blanket  Contract? 

Blanket  Contracts  are  our  major  tool  for  making  the  most  effective  use  of 
limited  resources  in  the  procurement  of  information  technology  goods  and 
services.  Blanket  Contract  means  that  BITA  has  determined  at  the  initiation  of 
the  procurement,  that  the  contract  will  be  utilized  for  the  purchase  of  an 
unlimited  amount  of  goods  and  services  during  the  life  of  the  contract. 
Appendix  G  lists  the  current  Blanket  Contracts. 

In  essence,  BITA  creates  a  standard  contract  for  purchasing  Goods  and 
Services,  that  allows  eligible  agencies  and  organizations  to  purchase  the  listed 
items  at  the  agreed  upon  prices. 

When  and  Why  are  Blankets  Created? 

Certain  information  technology  products  such  as  personal  computers,  local  area 
networks,  software,  telephone  systems,  and  certain  services  are  in  common 
demand  throughout  the  Commonwealth.  Blankets  are  created  to  save 
Commonwealth  resources  in  the  procurement  of  these  common  IT  goods  and 
services.  Individual  requests  would  be  excessive  and  with  voluminous 
paperwork.  Economies  of  scale  can  also  be  achieved  by  combining  multiple 
agency  procurement  requests  into  one  Blanket.  In  addition,  Blankets  are  created 
to  handle  cases  where  the  Commonwealth  needs  to  keep  open  the  actual  amount 
of  equipment  that  will  be  ordered. 

Blankets  may  be  created  by  BITA  itself,  and  in  some  cases  may  be  based  on 
agency  requests.  Generally,  a  Blanket  that  is  requested  by  an  agency  will  start 
with  the  agency  defining  the  need,  and  defining  what  kind  of  equipment  they 
wish  to  buy.  The  agency  will  then  approach  BITA,  and  a  determination  will  be 
made  concerning  the  overall  benefits  of  the  Blanket  Contract  for  other  users 
within  the  Commonwealth. 
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Some  blankets  are  "Agency  Specific".  These  blankets  are  for  the  use  of  a 
specific  agency,  for  a  specific  purpose.  The  BITA  analyst  can  tell  you  if  an 
agency  has  any  Agency  Specific  Blankets. 

Methods  used  to  Create  Blankets 

Blanket  contracts  are  procured  under  BITA  Regulations  for  competitive 
procurements.  In  these  Regulations,  there  are  two  methods  of  competitive 
procurements.  They  are  the  Invitation  for  Bids  (IFB),  and  the  Request  for 
Proposals  (RFP). 

Generally,  the  IFB  will  be  used  as  the  vehicle  for  blanket  creation  if  the 
product  is  a  well-defined  commodity.  This  means  that  BITA  does  not  believe 
that  the  differences  between  one  vendor's  product,  and  that  of  others  differs  in 
any  significant  manner,  particularly  as  it  relates  to  the  operation  of  the 
equipment. 

On  the  other  hand,  an  RFP  would  be  used  for  goods  and  services  that  have 
distinguishable  qualitative  benefits.  BITA  uses  its  expertise  and  experience  in 
deciding  which  procurement  method  is  best  utilized  for  each  individual 
scenario. 

BITA  will  not  utilize  a  non-competitive  (sole  source)  procurement  to  create  a 
blanket  contract. 
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Standard  Conditions 

Each  of  the  Blanket  Contracts  is  administered  by  a  Contract  Administrator, 
usually  a  BITA  analyst.  This  person  will  handle  all  of  the  standard  day-to-day 
functions  of  managing  the  Contract  including: 

Ensuring  the  terms  and  conditions  are  met; 

Prices  are  as  bid; 

Agencies  utilize  the  Blankets  properly;  and 

Amendments  and  changes  are  proper. 

All  vendors  who  bid  on  Blanket  Contracts,  must  agree  to  the  mandatory  terms 
and  conditions  of  Attachment  A  of  the  bid  documents.  These  terms  and 
conditions  are  based  on  Massachusetts  General  Laws,  Executive  Orders, 
statutory  requirements,  or  on  standard  business  practices  adopted  by  BITA. 
They  are  non-negotiable  and  are  applied  equally  to  all  vendors. 

Another  standard  condition  is  that  all  contracts  contain  Cancellation  Clauses. 
This  clause  is  included  in  order  to  better  manage  the  contracts,  and  to  ensure 
that  the  Commonwealth  protects  it's  interests  in  procuring  goods  and  services 
that  meet  the  needs  of  its  agencies. 

Any  agency  within  the  Commonwealth  (including  non-Executive  entities,  as 
well  as  cities  and  towns)  may  purchase  from  the  Blankets,  or  they  may  initiate  a 
competitive  procurement  to  meet  their  specific  needs.  Vendors  are  not  offered 
an  exclusive  right  to  sell.  They  are  only  offered  an  open  channel  through 
which  to  market  the  products  that  have  been  included  in  the  Blanket  agreement. 
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Blankets  Contracts  are  of  variable  durations,  usually  two  or  three  years. 
However,  the  agreements  of  all  contracts  on  specific  Blankets  all  expire  on  the 
same  date,  but  may  be  extended  if  allowed  under  the  solicitation. 

Contract  Amendments 

During  the  life  of  the  Contract  amendments  may  be  made  for  a  number  of 
reasons,  including,  but  not  limited  to: 

1.  decreased  or  increased  prices, 

2.  system  upgrades,  or 

3.  better  performing,  lower  priced  equipment. 

All  amendments  to  the  contracts  must  meet  all  of  the  mandatory  requirements  of 
the  original  competitive  procurement. 

Equipment  substitutions  are  usually  only  allowed  for  new  equipment  if  it  meets 
the  mandatory  specifications  of  the  competitive  procurement,  if  it  has  greater 
performance,  and  if  it  is  less  costly.  Substitutions  are  usually  not  allowed 
solely  because  of  changes  in  the  marketing  practices  of  the  vendor,  such  as  the 
termination  of  a  product  line,  or  the  dropping  of  maintenance  and  support 
services. 

Deletions  are  usually  only  allowed  if  there  is  a  similar  product  on  the  Blanket 
that  provides  the  same  features  and  functions,  with  little  differential  in  cost. 
Deletions  will  usually  only  be  granted  if  there  have  been  no  purchases  for  a 
particular  product.  If  the  deletion  is  allowed,  the  vendor  must  still  provide 
maintenance  and  support  services  according  to  the  original  terms  of  the 
contract,  which  could  be  for  five  to  seven  years  from  the  date  of  the  purchase. 
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Additions  are  generally  allowed  only  for  new  equipment  that  enhances  the  basic 
features  of  the  originally  procured  equipment,  and  which  has  a  peripheral 
relationship  with  the  majority  of  the  equipment  purchased.  Services  may  also 
be  offered  under  the  addition  of  services,  particularly,  as  they  relate  to 
maintenance  and  support  services. 

Some  Blanket  Contracts  include  the  use  of  market  baskets.  Market  Basket 
items  are  services  and  additional  products  that  are  added  to  the  basic  contract 
that  allow  for  integration  into  the  overall  system.  All  market  basket  products 
must  be  approved  by  the  procurement  coordinator,  and  may  only  be  modified 
under  the  terms  of  the  competitive  procurement. 

How  Blanket  Goods  are  Purchased 

A  Blanket  Contract  does  not  obligate  the  Commonwealth  to  purchase  any  level 
of  equipment.  It  only  allows  agencies  to  have  an  open  procurement  channel 
from  which  to  purchase  products  to  meet  a  specific  need.  There  are  two 
methods  by  which  to  purchase  from  Blanket  Contracts. 

For  purchases  from  Blanket  Contracts  greater  than  $50,000,  or  for  services, 
agencies  must  provide  the  following: 

1 .  A  Notice  of  Proposed  Procurement  (NOPP) 

2.  AF-29  approval  of  the  purchase 

3.  Procurement  Coordinator  approval 

4.  Standard  order  or  Work  Order  form  (with  PE  encumbrance  if  needed) 

5.  Equipment  acceptance  according  to  Blanket  terms 
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Blanket  (> $50.000  &  services)  Workflow: 

AGENCY  D.P.G.S. 

B13.  The  Agency  enters  a  DR  or  DS  into 
the  MMARS  system  which  overnight 
will  generate  an  AF-29  form  which 
will  be  distributed  to  the  Agency  via 
normal  channels.  The  AF-29  must  be 
correctly  filled  in,  including  the 
Vendor  Code  and  all  accounting 
information.  It  must  be  signed  in 
the  appropriate  places  by  the  Agency 
Head,  or  his/her  designee,  and  the 
Secretary  of  the  Executive  Office 
under  which  the  Agency  falls. 

When  all  signatures  have  been 
obtained,  the  AF-29  is  sent  to  BITA. 

B14.  A  Work  Order  form  should 

accompany  the  AF-29  when  it  is  sent 
to  BITA.  The  Work  Order  must  be 
correctly  filled  in  including  the 
vendor's  name,  vendor  code,  an 
itemized  listing  of  the  goods  being 
purchased/maintained  and  all 
necessary  accounting  information 
along  with  the  required  signatures. 

B15.  The  AF-29  and  Work  Order  are  date 
and  time  stamped  upon  receipt  by 
the  Procurement  Section,  recorded 
in  the  AF-29  Tracking  System,  and 
given  to  the  assigned  Analyst. 
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AGENCY  D.P.G.S. 

B16.  Upon  receipt  of  the  Work  Order  the 
Analyst  has  the  appropriate  BITA 
Blanket  Coordinator  verify  the 
pricing  of  the  items  being  purchased 
as  shown  on  the  Work  Order.  The 
Blanket  Coordinator  indicates  the 
percentage  discount  allowable  for 
the  goods,  signs  off  on  the  front  of 
the  Work  Order  and  returns  it  to  the 
Analyst. 

B17.  Using  the  Savings  Sheet,  the  Analyst 
calculates  the  savings  accruing  to  the 
Commonwealth  via  the  use  of  the 
Blanket  Contract  and  notes  the 
savings  on  the  first  page  of  the 
Analyst's  Idea  Approval  sheets. 

The  Analyst  signs  the  bottom  of  the 
Idea  Approval  sheet  I,  notes  his 
approval  in  the  Tracking  System. 

B18.  The  Director  of  BITA  indicates  his 
approval  of  the  procurement  by 
signing  the  AF-29. 

B19.  The  Purchasing  Agent  signs  the  AF- 
29  on  behalf  of  the  Commissioner  of 
Administration.  The  file  is  brought 
to  the  Procurement  Section  and  the 
AF-29  Tracking  System  is  updated. 
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AGENCY  D.P.G.S. 

B20.  The  Procurement  Section  has  the 
Comptroller  date  stamp  the  AF-29. 

The  date  stamp  serves  as  an  official 
record  for  the  procurement.  The 
AF-29  Tracking  System  is  updated. 

B21.       If  needed,  the  five-part 
Purchase  Order,  the  PE 
encumbrance  document  is 
entered  into  MMARS  by  the 
agency. 

B22.       The  agency  distributes 

copies  of  the  Work  Order 
and,  if  needed,  the  PE  to: 

.  the  vendor 
.  the  agency  file 

(ship  to,  bill  to) 
.  DPGS/BITA 

The  savings  are  noted  in  the  system. 
The  AF-29  Tracking  System  is 
updated. 

The  Blanket  procurement  process 
is  completed,  the  case  is  filed  in 
the  DPGS  file  room  and  so  noted 
in  the  AF-29  Tracking  System. 
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For  purchases  from  Blanket  Contracts  between  $500  -  $50,000,  each  agency 
must: 

B2.1.   Fill  out  the  PE  Input  and  Approval  Forms  and  forward  them  to 

BITA,  with  Procurement  Coordinator  approval. 
B2.2.  Enter  the  PE  on  line  in  MMARS. 

B2.3.  If  approved  by  BITA,  the  agency  will  receive  copies  of  the  PE. 
B2.4.  The  agency  distributes  copies  of  the  PE  to: 

.  the  vendor 

.  DPGS/BITA 

.  the  agency  files 
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TAX  EXEMPT  LEASE  PURCHASE  (TELP)  RULES  AND  PROCEDURES 

(1/23/92) 


SCOPE:  The  TELP  blanket  contract  may  be  used  by  any  state  department  or 
other  eligible  entity  (authority,  city,  town,  regional  school  district)  to  obtain 
equipment  (computers,  telephones,  motor  vehicles,  etc.). 

Each  acquisition  under  the  TELP  blanket  contract  becomes  a  TELP  agreement 
between  the  TELP  vendor  and  the  procuring  agency.  An  agreement  may  cover 
a  number  of  pieces  of  equipment  costing  various  amounts,  but  the  total  amount  of 
each  agreement  must  be  at  least  $15,000. 

Financing  terms  range  from  one  to  seven  years. 

The  interest  rate  for  all  agreements  completed  during  a  quarter  is  set  the  second 
week  of  the  last  month  of  the  quarter  and  remains  fixed  for  the  term  of  the 
agreement.  The  interest  rate  that  the  procuring  agency  is  charged  is  a  function  of 
several  variables:  the  Commonwealth's  bond  rating,  the  number  of  years  the 
equipment  is  to  be  financed,  the  Delphis  Hanover  Range  of  Yield  Current  scales 
index,  and  the  percentage  of  the  index  bid  by  AT&T.  At  our  current  bond  rating 
(BAA),  a  five  year  TELP  based  on  the  current  Delphis  Hanover  index  (5.4%  as 
of  1/17/92)  times  the  current  percentage  of  the  index  bid  (117.6%)  would  be 
6.35%. 

PROCEDURES:  The  following  procedures  identify  the  steps  that  agencies  are 
expected  to  follow  when  procuring  equipment  under  the  Commonwealth's  tax 
exempt  lease  purchase  agreement  with  the  TELP  vendor,  AT&T  Credit 
Corporation. 

1)  Screening  Conference:  The  Agency  schedules  a  screening  conference 
with  DPGS. 

2)  Written  Request:  After  the  screening  conference,  the  agency  submits 

a  written  request  describing  the  type 
of  equipment  it  plans  on  procuring,   the  estimated  purchase 

price  of  each  piece  of  equipment,  and 
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the  appropriation  account  number  from  which  the  TELP  payments  will 
be  made  to: 

Office  of  Management  Information  Systems 
Office  of  Administration 
One  Ashburton  Place,  Room  801 
Boston,  MA  02108 

ATTN:  Louis  F.  Angeloni 

NOTE:  All  TELP  payments  must  be  made  from  the  LL  subsidiary. 

3)  Budget  Bureau  Approval:  Upon  receipt  of  the  written  request,  OMIS 
will  forward  a  Lease  Purchase  Authorization  Form  to  the  Budget  Bureau. 
If  further  information  is  required,  the  Budget  Bureau  analyst  will  contact 
the  requesting  agency  directly. 

4)  Procedure  Meeting:  OMIS  will  notify  the  agency,  in  writing,  within 
one  week  from  the  time  the  Lease  Purchase  Authorization  Form  is 
returned  to  OMIS  by  the  Budget  Bureau.  If  the  request  is  approved,  the 
notice  will  also  include  a  date  and  time  for  the  agency  to  meet  with 
OMIS  to  discuss  in  detail  the  payment  procedures  for  the  Tax  Exempt 
Lease  Purchase  program. 

At  this  meeting  OMIS  will  assist  the  agency  in  completing  the  Tax 
Exempt  Lease  Purchase  Funding  worksheet  and  the  Lease  Order.  In 
addition,  the  required  Acceptance  Certificate,  the  Essential  Use  Letter 
and  the  Certificate  of  Appropriations  will  be  reviewed. 

5)  Expenditure  Authorization:  Before  TELP  financing  can  be  arranged, 
an  agency  must  obtain  expenditure  authorization: 

Oversight 

Type  of  Equipment  AgencyExpenditure  Authorization 
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*Data  Processing 


*DPGS*AF-29  approval 


telecommunications 


*DPGS*AF-29  approval 


*Motor  Vehicles 


*DPGS*IFB,  RFP  or  Sole  Source 
approval 


*Other 


*DPGS*IFB,  RFP  or  Sole  Source 
approval 


6) 


7) 


DPGS  will  create  a  standard  equipment  contract  complete  with  the 
equipment  list  and  any  special  conditions,  if  required. 

Contract  Language:  Any  contract  for  equipment  obtained  under  the 
TELP  contract  must  include  the  following  clause: 

"The  agency  reserves  the  right  to  procure  the  equipment  through  the 
Commonwealth's  blanket  tax-exempt  lease  purchase  agreement  with 

 .    If  the  equipment  is  so  procured,  the  contractor 

agrees  to  bill  in  care  of  the  agency,  rather  than  billing  the 

agency  directly." 

Please  note  that  DPGS's  blanket  contracts  contain  this  required  clause. 

Equipment  Order:  After  an  agency  has  received  DPGS  approval,  it 
orders  the  equipment  directly  from  the  selected  vendor.  However,  the 
agency  may  not  initiate  a  purchase  order,  nor  may  it  ask  DPGS  to  initiate 
one.  It  may  send  a  copy  of  the  date-stamped  authorization  form  (AF-29) 
to  the  vendor  in  lieu  of  a  purchase  order. 

A)  a  copy  of  the  approved  expenditure  authorization  document  AF-29 
or  DPGS  bid/sole  source  approval  and, 

B)  the  approved  Lease  Order. 

OMIS  will  enter  the  Lease  Order  into  MMARS  at  this  time,  encumbering 
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the  funds  necessary  to  cover  the  agency's  anticipated  current  year  TELP 
commitment  to  AT&T  Credit  Corporation. 

8)  Equipment  Acceptance:  Once  the  equipment  has  been  delivered, 
installed  and  accepted  the  agency  forwards  to  OMIS: 

*The  vendor's  invoice  (MADE  OUT  TO  AT&T  CREDIT 
CORPORATION  IN  CARE  OF  THE  AGENCY) 

*A  signed  Acceptance  Certificate 

*A  signed  Essential  Use  Letter 

*A  signed  Certificate  of  Appropriations 

If  for  any  reason  the  equipment  is  not  accepted  within  90  days  of  its 
installation,  the  agency  must  notify  OMIS  in  writing  of  the  problem  and 
the  agency's  plans  for  correcting  the  problem  (e.g.,  canceling  the 
procurement,  or  returning  the  defective  equipment  and  installing  new 
equipment). 

9)  Payment  of  Vendor  by  AT&T  Credit  Corporation:  OMIS  will 
forward  the  Invoice,  the  signed  acceptance  Certificate,  the  Essential  Use 
Letter  and  the  Certificate  of  Appropriations  to  AT&T  Credit 
Corporation.  AT&T  Credit  Corporation  will  pay  the  equipment  vendor 
within  five  (5)  days  of  receipt  of  an  Invoice. 

10)  Lease  Payment  Schedule:  Once  payment  has  been  made,  OMIS  will 
give  the  agency  a  copy  of  the  Schedule  A  to  Acceptance  Certificate  . 
This  schedule  will  show  the  total  obligation  (principal  and  interest)  of  the 
agency  during  the  term  of  the  TELP  agreement.  The  agency  must  sign 
a  copy  of  the  payment  schedule  and  return  it  to  OMIS.  A  fully  executed 
copy  of  the  Schedule  will  be  forwarded  to  the  agency  after  the 
appropriate  signatures  are  affixed. 

11)  Lease  Order  Modification:  Upon  receipt  of  the  Schedule  A  to 
Acceptance  Certificate  OMIS  will  modify  the  Lease  Order  so  that  the 
exact  amount  of  funds  will  be  encumbered.  The  Modified  Lease  Order 
will  be  forwarded  to  the  agency  for  approval  and  then  entered  into  the 
MMARS  system  by  OMIS. 
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12)  Subsequent  Years:  At  the  beginning  of  each  subsequent  fiscal  year,  the 
Comptroller  will  create  a  Lease  Order  shell  on  MMARS.  It  is  the 
agency's  responsibility  to  complete  the  Lease  Order  by  encumbering  the 
appropriate  amount  of  money  to  make  the  four  quarterly  payments  due 
in  that  fiscal  year. 

13)  Buyout:  The  last  column  of  the  Schedule  A  to  Acceptance  Certificate 
shows  the  cost,  each  quarter,  of  buying  out  the  TELP  agreement. 
Payment  of  this  amount  at  the  end  of  the  quarter  ends  the  agreement  and 
acquires  title  for  the  agency.  If  an  agency  wishes  to  exercise  the  buyout 
provision,  it  must  notify  OMIS  (which  will  coordinate  the  buyout)  30 
days  prior  to  the  end  of  the  quarter. 
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I*     SMALL  PURCHASES 

a.  An  agency  may  acquire  Information  Technology  resources  through  a  Small 
Purchase  procurement  if  the  value  of  the  requested  Information  Technology 
resources  is  less  than  $7,500. 

b.  The  requesting  agency  may  not  solicit  a  quote  from  a  vendor  if  the 
cumulative  amount  spent  in  the  same  fiscal  year  with  that  vendor  for 
Information  Technology  resources  through  Small  Purchases  would  exceed 
$25,000. 

Small  Purchase  Workflow: 


AGENCY  D.P.G.S. 

SI 2.  The  Agency  enters  a  DR  or  DS  into 
the  MMARS  system  which  overnight 
will  generate  an  AF-29  form  which 
will  be  distributed  to  the  Agency  via 
normal  channels.  The  AF-29  must  be 
correctly  filled  in,  including  all 
accounting  information.  It  must  be 
signed  in  the  appropriate  places  by  the 
Agency  Head,  or  his/her  designee,  and 
the  Secretary  of  the  Executive  Office 
under  which  the  Agency  falls. 
When  all  signatures  have  been 
obtained,  the  AF-29  is  sent  to  BITA. 
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AGENCY  D.P.G.S. 


513.  The  Agency  sends  the  Analyst  a  copy 
of  the  written  solicitation  it  is  sending 
to  at  least  three  (3)  vendors  for  written 
quotes  for  the  items  it  wishes  to 
purchase. 

The  Analyst  approves/disapproves  the 
script. 

51 4.  The  Agency  submits  at  least  three  (3) 
written  quotes  from  vendors  that  can 
supply  the  desired  goods,  and  a  Work 
Order  for  the  vendor  that  quoted  the 
lowest  price. 

The  AF-29  Tracking  System  is 
updated. 

51 5.  The  Procurement  section  time  stamps 
the  AF-29  and  Work  Order  and  gives 
them  to  the  assigned  Analyst,  and 
updates  the  AF-29  Tracking  System. 

51 6.  The  Analyst  calculates  the  savings,  if 
any,  updates  the  AF-29  Tracking 
System  and  takes  the  file  to  the  Chief 
Legal  Counsel. 

51 7.  The  Chief  Legal  Counsel  assigns  an 
Attorney  to  the  file  and  enters  the 
Attorney's  name  into  the  AF-29 
Tracking  System. 

51 8.  The  Attorney  draws  up  a  contract  and 
returns  the  file  and  contract  to  the 
Analyst.  The  AF-29  Tracking  System 
is  updated. 
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AGENCY  D.P.G.S. 


SI 9.  The  Analyst  submits  the  contract  to 
the  Agency's  Procurement 
Coordinator  with  instructions  for  the 
execution  of  the  contract  by  the 
Vendor  and  the  Agency.  The  AF-29 
Tracking  System  is  updated. 


S20.  The  Agency  sends  four  (4)  copies  of 
the  contract  to  the  Vendor  for 
signature.  Vendor  returns  signed 
contracts  to  Agency  for  their  signature. 
Agency  returns  four  (4)  original  signed 
contracts  to  the  BITA  Analyst. 


521.  The  Analyst  reviews  the  signed 
contracts,  signs  Analyst  Sheet  II, 
updates  the  AF-29  Tracking  System, 
and  takes  file  to  Legal  Section. 

522.  Legal  reviews  the  signed  contracts, 
signs  Analyst  Sheet  II,  and  brings  file 
to  Director  of  BITA.  The  AF-29 
Tracking  System  is  updated. 

523.  The  Director  of  BITA  indicates  his 
approval  by  signing  the  AF-29  and 
the  Purchasing  agent  signs  the  AF-29 
(if  necessary).  The  AF-29  Tracking 
System  is  updated. 
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S24.  The  file  is  brought  to  the  Procurement 
section  where  the  AF-29  is  taken  to 
the  Comptroller's  office  and  date 
stamped.  The  AF-29  Tracking 
System  is  updated. 

A  four-part  Purchase  Order  (P.E.)  is 
generated  and  distributed  with  a  copy 
of  the  contract  and  the  Work  Order 
to: 

.    the  vendor 

.    the  Comptroller  with  the  original 
of  the  date-stamped  AF-29 

.    the  Agency  with  a  copy  of  the 
date-stamped  AF-29 

.    the  file  with  a  copy  of  the  date- 
stamped  AF-29 

The  AF-29  Tracking  System  is 
updated. 

The  Small  Purchase  procurement 
process  is  completed,  the  case  is 
filed  in  the  DPGS  file  room  and  so 
noted  in  the  AF-29  Tracking 
System. 
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BITA  may  award  a  contract  for  specified  Information  Technology  Resources  to  a 
vendor  without  competition  if: 

1 .  A  reasonably  diligent  investigation  has  revealed  that  a  particular  vendor  is  the 
only  one  who  can  meet  the  applicable  technical  and  business  specifications, 
and  BITA  has  ruled  that  the  specifications  which  exclude  other  vendors  are 
not  unreasonably  restrictive;  or 

2.  A  solicitation  has  failed  to  elicit  a  responsive  bid,  proposal,  or  quote;  or 

3.  The  department  could  avoid  significant  software  conversion  or  rewrite  costs; 
or 

4.  The  resources  are  needed  for  compatible  growth;  or 

5.  The  total  price  of  the  Information  Technology  resources  to  be  procured  does 
not  exceed  $500.00  and  they  were  procured  using  good  business  practices; 
or 

6.  Consultant  contracts  may  be  awarded  to  contractors  selected  without 
competition. 
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D12.  The  Agency  enters  a  DR  or  DS  into 
the  MMARS  system  which  overnight 
will  generate  an  AF-29  form  which 
will  be  distributed  to  the  Agency  via 
normal  channels.  The  AF-29  must  be 
correctly  filled  in,  including  the 
Vendor  Code  and  all  accounting 
information.  It  must  be  signed  in  the 
appropriate  places  by  the  Agency 
Head,  or  his/her  authorized  designee. 
Agencies  must  also  have  the  signature 
of  the  Secretary  of  the  Executive 
Office  under  which  the  Agency  falls. 


When  all  signatures  have  been 
obtained,  the  AF-29  is  sent  to  BITA. 

D13.  A  Work  Order  form  should 
accompany  the  AF-29  when  it  is  sent 
to  BITA.  The  Work  Order  must  be 
correctly  filled  in  including  the 
vendor's  name,  vendor  code  (Federal 
Identification  Number  +  four  digits), 
an  itemized  listing  of  the  goods  being 
purchased/maintained  and  all 
necessary  accounting  information. 
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D14.  The  AF-29  and  Work  Order  are  time 
stamped  upon  receipt  by  the 
Procurement  Section,  recorded  in  the 
AF-29  Tracking  System,  and  given  to 
the  assigned  Analyst. 

D15.  The  Analyst  verifies  costs  on  the 
Work  Order,  if  necessary. 

D16.  The  Analyst  calculates  savings,  if 
any.  Tracking  System  is  updated. 
File  is  taken  to  Legal  section  for 
review. 

D17.  The  file  is  submitted  to  the  Chief 
Legal  Counsel  who  will  assign  it  to 
an  Attorney.  The  Attorney's  name  is 
entered  into  the  AF-29  Tracking 
System. 

D18.  The  Attorney  draws  up  a  contract, 
returns  the  file  and  contract  to  the 
Analyst.  The  AF-29  Tracking  System 
is  updated. 

D19.  The  Analyst  submits  the  contract  to 
the  Agency's  Procurement 
Coordinator.  The  AF-29  Tracking 
System  is  updated. 
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D20.  The  Agency  sends  (4)  four  copies  of 
the  contract  to  the  Vendor  for 
signature.  Vendor  returns  signed  the 
(4)  four  contracts  with  original 
signatures  to  the  Agency  for  their 
signature.  Agency  returns  the  (4) 
four  original  signed  contracts  to  the 
BITA  Analyst. 

D21.  The  Analyst  reviews  the  signed 
contracts,  signs  Analyst  Sheet  II, 
updates  the  AF-29  Tracking  System, 
and  takes  file  to  Legal  Section  for 
approval. 

D22.  Legal  reviews  the  signed  contracts, 
signs  Analyst  Sheet  II,  and  brings  file 
to  Director  of  BITA.  The  AF-29 
Tracking  System  is  updated. 

D23.  The  Director  of  BITA  indicates  his 
approval  by  signing  the  AF-29.  The 
AF-29  Tracking  System  is  updated. 

D24.  If  necessary,  the  contracts  and  file  are 
submitted  to  the  State  Purchasing 
Agent  for  his  signature  on  the  AF-29 
for  the  Commissioner  of  A  &  F.  The 
AF-29  Tracking  System  is  updated. 

D25.  The  file  is  brought  to  the  Procurement 
section  where  the  AF-29  is  then  sent 
to  the  Comptroller's  office  and  date 
stamped.  The  AF-29  Tracking 
System  is  updated. 
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A  four-part  Purchase  Order  (P.E.)  is 
generated  and  distributed  with  a  copy 
of  the  contract  and  the  Work  Order 
to: 

the  vendor 

the  Comptroller  with  the  original  of 
the  date-stamped  AF-29 
the  Agency  with  a  copy  of  the 
date-stamped  AF-29 
the  file  with  a  copy  of  the  date- 
stamped  AF-29 

The  savings,  if  any,  are  recorded  and 
the  AF-29  Tracking  System  is 
updated. 

The  Sole  Source/Emergency  procurement 
process  is  completed,  the  case  is  filed  in 
the  DPGS  file  room  and  as  noted  in  the 
AF-29  Tracking  System. 
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4,      INVITATION  FOR  BIDS  QFB) 

A  requesting  agency  may  acquire  Information  Technology  resources  through 
an  Invitation  for  Bids  if  the  nature  of  the  procurement  allows  award  to  the 
vendor  that  has  the  lowest  vendor  cost  and  who  agrees, without  condition  or 
reservation, to  perform  in  accordance  with  the  specifications  and  conditions 
contained  in  the  Invitation  for  Bids.  Factors  to  consider  in  determining 
whether  an  Invitation  for  Bids  is  appropriate  include: 

1 .  Whether  the  primary  consideration  (assuming  minimum  specifications 
are  met)  is  the  cost  of  the  Information  Technology  resources,  without 
regard  to  differences  in  technical  and  performance  capability  and  other 
qualitative  factors;  and 

2.  Whether  a  prudent  contract  can  reasonably  be  made  without  negotiation 
of  the  technical  or  business  aspects  of  the  vendor's  responses. 

IFB  WORKFLOW: 


AGENCY  D.P.G.S. 

112.  The  Agency  enters  a  DR  or  DS  into 
the  MMARS  system  which  overnight 
will  generate  an  AF-29  form  which 
will  be  distributed  to  the  Agency  via 
normal  channels.  The  AF-29  must  be 
correctly  filled  out.  It  must  be  signed 
in  the  appropriate  places  by  the 
Agency  Head,  or  his/her  designee, 
and  the  Secretary  of  the  Executive 
Office  under  which  the  Agency  falls. 
When  all  signatures  have  been 
obtained,  the  AF-29  is  sent  to  BIT  A. 
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113.  A  Selection  Board  consisting  of  at 
least  three  (3)  people  is  coordinated 
by  the  Analyst;  i.e.,  the  Analyst  and 
two  or  three  people  from  the 
requesting  Agency.  A  letter 
requesting  approval  of  the  Selection 
Board  is  written  to  the  Director  of 
BITA  and  given  to  the  Assistant 
Director  for  approval.  When 
approved,  the  Assistant  Director  gives 
the  Selection  Board  letter  to  the 
Director  of  BITA,  and  the  AF-29 
Tracking  System  is  updated. 

114.  The  Director  of  BITA  approves  the 
Selection  Board.  The  AF-29 
Tracking  System  is  updated. 

115.  An  Attorney  is  assigned  by  the  Chief 
Legal  Counsel  to  work  on  this 
procurement  with  the  Selection 
Board.  The  Attorney's  name  is 
entered  into  the  AF-29  Tracking 
System. 


116.    The  Selection  Board  draws  up  the 

scope    of    the    procurement,  and 

develops  the  formal  IFB  and  the 
Evaluation  Criteria. 


At  the  first  meeting  of  the  Selection 
Board,  the  Attorney  outlines  the 
"Do's  and  Don'ts"  relative  to  the 
procurement. 
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117.  The  Analyst  and  Assistant  Director 
approve  the  IFB  and  Evaluation 
Criteria,  which  is  then  given  to  Legal 
for  review.  The  AF-29  Tracking 
System  is  updated. 

118.  The  assigned  Attorney  approves  the 
IFB  and  Evaluation  Criteria.  The 
AF-29  Tracking  System  is  updated. 

119.  The  Director  of  BITA  approves  the 
IFB  and  Evaluation  Criteria.  The  AF- 
29  Tracking  System  is  updated. 

120.  The  procurement  is  announced  in  the 
Goods  and  Services  Bulletin  with  a 
release  date  and  a  bid  due  date.  The 
AF-29  Tracking  System  is  updated. 

121.  The  IFB  is  released  and  "on  the 
street"  for  a  minimum  of  ten  (10) 
business  days.  The  AF-29  Tracking 
System  is  updated. 


122.  A  Vendor  Conference  is  held  by  the 
Selection  Board  about  one  week  after 
the  procurement  is  released.  Written 
replies  to  the  Vendor  Conference 
inquiries  are  drawn  up  by  the 
Selection  Board  and  submitted  to  the 
Attorney  for  approval.  They  are  then 
sent  to  all  vendors  that  have  requested 
copies  of  the  IFB. 
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D.P.G.S. 


123.  The  bids  are  returned  to  the 
Procurement  section  and  are 

time  and  date  stamped  upon  receipt,  and  the 
AF-29  Tracking  System  is  updated. 

124.  The  Selection  Board  evaluates  the  bid 
responses  and  writes  a  Report 
addressed  to  the  Director  of  BITA. 
The  report  includes  a  request  for 
approval  to  hold  demonstrations.  If 
demonstrations  are  not  required,  then 
the  Selection  Board  writes  its  Final 
Report  and  proceeds  to  step  #130. 


128.  At  this  point  demonstrations  may,  or 
may  not,  be  necessary  to  continue  the 
evaluation.  If  they  are  not  needed,  go 
directly  to  Step  #130  below. 

129.  The  Selection  Board  Chairman 
arranges  demonstrations  with  the 
vendors.  An  evaluation  is  done  and  a 
Final  Report  is  written  based  upon  the 
demonstrations. 


125. 


The  Assistant  Director  and  Attorney 
approve  the  Selection  Board  Report. 


126. 


The  Director  of  BITA  approves  the 
Selection  Board  Report. 


127. 


If  required,  the  State  Purchasing 
Agent  approves  the  Selection  Board 
Report. 
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130.  The  Assistant  Director  and  Attorney 
approve  the  Final  Report.  The  AF-29 
Tracking  System  is  updated. 

131.  The  Director  of  BITA  approves  the 
Final  Report.  The  AF-29  Tracking 
System  is  updated. 

132.  The  Purchasing  Agent  (if  necessary) 
approves  the  Final  Report.  The  AF- 
29  Tracking  System  is  updated. 

(133  is  a  flow  chart  decision  block  -  see  flowchart  in  Appendix  F) 

134.  The  AF-29  is  signed  by  the  Director 
of  BITA  and  the  Purchasing  Agent  (if 
necessary). 

135.  The  Chairman  of  the  Selection  Board 
writes  letters  to  the  wirmer(s)  and 
losers. 

136.  The  Attorney  draws  up  contract(s) 
with  the  winner(s).  AF-29  Tracking 
System  is  updated. 

I36A.  The  Selection  Board  holds 
Debriefings  with  the  losing  vendors, 
if  requested. 

137.  The  Contract  is  signed  by  the 
Vendor(s)  and  Agency.  The  AF-29 
Tracking  System  is  updated. 
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I37A.  Following  the  Debriefing,  vendors 
may  appeal  the  Selection  Board's 
decision  to  the  Director  of  BITA  (for 
further  details  see  "Debriefing  and 
Appeal  Process  on  Page  59). 


138.  The  file  is  brought  to  the  Procurement 
section;  the  AF-29  is  then  sent  to  the 
Comptroller's  office  and  date 
stamped.  The  AF-29  Tracking 
System  is  updated. 

The  contract  copies  are  distributed  to: 

the  Vendor(s) 

the  Comptroller  with  the  original 
date-stamped  AF-29 

the  Agency  with  a  copy  of  the  date- 
stamped  AF-29 

the  file  with  a  copy  of  the  date- 
stamped  AF-29 

The  AF-29  Tracking  System  is 
updated. 

The  IFB  procurement  process  is 
completed,  the  case  is  filed  in  the 
DPGS  file  room  and  so  noted  in  the 
AF-29  Tracking  System. 


Page  51 


December  14,  1992 


BITA  (Bureau  of  Information  Technology  Acquisitions) 


5,       REQUEST  FOR  PROPOSALS  (RFP) 

The  requesting  agency  must  procure  Information  Technology  resources  that 
are  not  available  from  Blanket  Contracts  through  a  Request  for  Proposals, 
unless  BITA  has  approved  one  of  the  other  methods  of  vendor  selection. 

RFP  WORKFLOW: 


AGENCY  D.P.G.S. 

R12.  The  Agency  enters  a  DR  or  DS  into 
the  MMARS  system  which  overnight 
will  generate  an  AF-29  form  which 
will  be  distributed  to  the  Agency  via 
normal  channels.  The  AF-29  must  be 
correctly  filled  out.  It  must  be  signed 
in  the  appropriate  places  by  the 
Agency  Head,  or  his/her  designee, 
and  the  Secretary  of  the  Executive 
Office  under  which  the  Agency  falls. 


When  all  signatures  have  been 
obtained,  the  AF-29  is  sent  to  BITA. 

R13.  A  Selection  Board  consisting  of  at 
least  three  (3)  people  is  coordinated 
by  the  Analyst;  i.e.,  the  Analyst  and 
two  or  three  people  from  the 
requesting  Agency.  A  letter 
requesting  approval  of  the  Selection 
Board  is  written  to  the  Director  of 
BITA  and  given  to  the  Assistant 
Director  for  approval. 
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The  Assistant  Director  then  gives  the 
Selection  Board  letter  to  the  Director 
of  BITA,  and  the  AF-29  Tracking 
System  is  updated. 

R14.  The  Director  of  BITA  approves  the 
Selection  Board  letter  and  assigns  an 
Analyst  to  serve  on  the  Selection 
Board.  The  AF-29  Tracking  System 
is  updated. 

R15.  An  Attorney  is  assigned  by  the  Chief 
Legal  Counsel  to  work  on  this 
procurement  with  the  Selection 
Board.  The  Attorney's  name  is 
entered  into  the  AF-29  Tracking 
System. 

At  the  first  meeting  of  the  Selection 
Board,  the  Attorney  outlines  the 
"Do's  and  Don'ts"  relative  to  the 
procurement. 


R16.  The  Selection  Board  draws  up  the 
scope  of  the  proposal,  and  develops 
the  formal  RFP  and  the  Evaluation 
Criteria. 


R17.  The  Analyst  and  Assistant  Director 
approve  the  RFP  and  Evaluation 
Criteria,  which  is  then  given  to  Legal 
for  review. 


Page  53 


December  14,  1992 


BITA  (Bureau  of  Information  Technology  Acquisitions) 


AGENCY 


D.P.G.S. 


R18. 


The  assigned  Attorney  approves  the 
RFP  and  Evaluation  Criteria. 


R19. 


The  Director  of  BITA  approves  the 
RFP  and  Evaluation  Criteria. 


R20. 


The  procurement  is  announced  in  the 
Goods  and  Services  Bulletin  with  a 
release  date  and  a  bid  due  date.  The 
AF-29  Tracking  System  is  updated. 


R21. 


The  RFP  is  released  and  "on  the 
street"  for  a  minimum  of  twenty  (20) 
business  days.  The  AF-29  Tracking 
System  is  updated. 


R22.  A  Vendor  Conference  is  held  by  the 
Selection  Board  about  one  week  after 
the  procurement  is  released.  Written 
replies  to  the  Vendor  Conference 
inquiries  are  drawn  up  by  the 
Selection  Board  and  submitted  to  the 
Attorney  for  approval.  They  are  then 
sent  to  all  Vendors  of  Record, 
(Vendors  who  have  requested  copies 
of  the  RFP  from  DPGS). 

R23.  The  proposals  are  submitted  to  DPGS 
on  the  date  and  time  specified  in  the 
Transmittal  Letter  and  are  date  and 
time  stamped  upon  receipt. 


BITA  receives  and  reviews  all 
proposals  then  distributes  them  to  the 
Selection  Board. 
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R24.  The  Selection  Board  evaluates  the 
Technical  and  Business  responses  and 
if  necessary  issues  written  clarification 
requests.  The  proposals  are  further 
evaluated;  points  are  assigned  by  the 
Selection  Board  which  then  writes  a 
Report  addressed  to  the  Director  of 
BITA  detailing  the  technical  and 
business  evaluation. 

R25.  The  Assistant  Director  and  Attorney 
approve  the  Selection  Board 
Technical  and  Business  Report. 

R26.  The  Director  of  BITA  approves  the 
Selection  Board  Technical  and 
Business  Report. 

R27.  If  required,  the  State  Purchasing 
Agent  then  approves  the  Selection 
Board  Technical  and  Business  Report. 

R28.  At  this  point  demonstrations  may,  or 
may  not  be  necessary  to  continue  the 
evaluation.  If  they  are  not  needed,  go 
directly  to  Step  #R34  below. 
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R29.  The  Selection  Board  Chairman 
arranges  demonstrations  with  the 
vendors.  An  evaluation  is  done  and  a 
Demonstration  Report  is  written  based 
upon  the  demonstrations. 

R30.  The  Assistant  Director  and  Attorney 
approve  the  Demonstration  Report. 

R31.  The  Director  of  BITA  approves  the 
Demonstration  Report. 

R32.  The  Purchasing  Agent  (if  necessary) 
approves  the  Demonstration  Report. 

(R33  is  a  flow  chart  decision  block  -  see  flowchart  in  Appendix  F) 

R34.  The  Selection  Board  requests  the  Cost 
proposals  from  the  Procurement 
section,  evaluates  them  and  assigns 
points.  Total  point  scores  for  all 
vendors  are  then  completed. 

R35.  The  Selection  Board  writes  its  Final 
Report,  which  now  includes  Technical 
and  Business  points,  demonstration 
points  (if  performed)  and  Cost 
proposal  points.  The  Selection  Board 
recommends  the  winning  vendor(s) 

R36.  The  Assistant  Director  and  Attorney 
approve  the  Final  Report. 

R37.  The  Director  of  BITA  approves  the 
Final  Report. 
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R38.  The  Purchasing  Agent  (if  necessary) 
approves  the  Final  Report. 


R39. 


The  Selection  Board  writes  letters  to 
the  winner(s)  and  losers. 


R40 


The  Attorney  draws  up  contract(s) 
with  the  winner(s).  The  AF-29 
Tracking  System  is  updated. 


R41.  The  AF-29  is  signed  by  the  Director 
of  BITA  and  the  Purchasing  Agent  (if 
necessary). 

R42.  The  Selection  Board  holds  Debriefings 
with  any  of  the  losing  vendors,  if 
requested. 

R43.  The  Contract  is  signed  by  the 
Vendor(s)  and  Agency. 


R44.  Following  the  Debriefing,  vendors 
may  appeal  the  Selection  Board's 
decision  to  the  Director  of  BITA  (for 
further  details  see  "Debriefing  and 
Appeal  Process  on  page  59). 


The  AF-29  Tracking  System  is  updated. 


R45.  The  file  is  brought  to  the 
Procurement  section  where  the  AF-29 
is  then  sent  to  the  Comptroller's 
office  and  date  stamped.  The  AF-29 
Tracking  System  is  updated. 
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R45.  (contd.) 

The  contract  copies  are  distributed  to: 
the  Vendor(s) 

the  Comptroller  with  the  original 
date-stamped  AF-29 
the  Agency  with  a  copy  of  the  date- 
stamped  AF-29 

the  file  with  a  copy  of  the  date- 
stamped  AF-29 

The  AF-29  Tracking  System  is  updated. 

The  RFP  procurement  process  is 
completed,  the  case  is  filed  in  the  DPGS 
file  room  and  so  noted  in  the  AF-29 
Tracking  System. 
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Debriefing  and  Appeal  Process 

1.  A  vendor  in  the  IFB  or  RFP  process  may  request  a  Debriefing  within  14 
days  following  receipt  of  notification  that  a  winning  vendor  has  been 
selected.  A  letter  requesting  a  Debriefing  is  submitted  to  the  Chairman  of 
the  Selection  Board. 

2.  A  meeting  is  held  with  the  vendor,  the  Selection  Board  and  its  Attorney  at 
which  the  Selection  Board  can  only  discuss  the  vendor's  proposal  in 
response  to  the  procurement.  However,  the  vendor  may  request  a  copy  of 
the  Selection  Board's  Final  Report. 

3.  If  the  vendor  wishes  to  proceed  further,  he  may,  within  14  days  after  the 
Debriefing,  begin  the  Appeal  process  by  writing  to  the  Director  of  BITA  to 
request  an  opportunity  to  present  to  the  Director  his  response  to  the 
Selection  Board's  Debriefing.  The  request  must  also  contain  the  basis  for 
the  appeal. 

4.  If  the  request  is  approved,  the  Director  of  BITA,  or  his/her  designee,  will 
schedule  a  time  for  an  oral  presentation. 

Freedom  of  Information 

1 .  A  procurement  becomes  a  public  document  when  the  notification  letters  have 
gone  to  the  winners  and  losers.  At  that  time  the  procurement  and  all  related 
documents  become  subject  to  the  State's  Freedom  of  Information  Law. 

2.  Under  the  Freedom  of  Information  Law  the  requesting  vendor  is  contacted 
within  ten  days  of  receipt  of  a  written  request.  At  that  time  the  requesting 
party  may  make  an  appointment  to  come  in  to  inspect  the  requested  public 
documents. 

3.  Copies  of  any  part  of  the  public  document  may  be  requested  for  a  per-page 
fee,  payable  only  by  check  to  the  Commonwealth  of  Massachusetts. 
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6,  EMERGENCY 

A  vendor  may  be  selected  for  an  emergency  procurement  when  BITA 
determines  that  unforeseen  circumstances  require  the  immediate  acquisition 
of  the  specified  Information  Technology  resources  in  order  to  avoid 
substantial  harm  to  the  functioning  of  government  or  to  protect  the  public 
health,  welfare,  or  safety;  and  if  the  delay  caused  by  using  an  otherwise 
appropriate  selection  method  would  substantially  increase  the  threat  of  such 
harm. 

Emergency  procurement  shall  be  limited,  so  far  as  practicable,  to  the 
minimum  quantity  and  duration  necessary  to  meet  the  emergency. 

NOTE:  The  reversion  of  funds  at  the  end  of  a  fiscal  year  (both  State 
and  Federal)  does  not  constitute  an  emergency. 

Emergency  Work  Flow 

1 .  An  Agency  may  appeal  in  writing  to  the  Director  of  BITA  for  an  Emergency 
procurement  stating  the  critical  need  and  justification  for  the  procurement. 
It  is  entered  into  the  AF-29  Tracking  System. 

2.  A  Screening  Conference  is  held,  and  the  AF-29  Tracking  System  is  updated. 
If  approved,  the  procurement  would  be  limited  to  the  minimum 
quantity /duration  necessary  to  meet  the  emergency. 

3.  Upon  approval  of  the  Emergency  procurement  by  the  Assistant  Director, 
Director  of  BITA  and  the  State  Purchasing  Agent,  the  AF-29  Tracking 
System  is  updated. 

4.  The  Agency  submits  a  signed  AF-29  with  the  supporting  justification  along 
with  a  Work  Order  made  out  to  the  appropriate  vendor.  The  AF-29 
Tracking  System  is  updated. 

5.  The  Legal  Bureau  draws  up  a  Contract  that  is  signed  by  the  vendor  and 
agency,  (or  approves  a  submitted  Contract)  and  notes  its  approval  of  the  the 
procurement  on  the  Analyst  Sheet  II..  The  AF-29  Tracking  System  is 
updated. 
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6.  The  AF-29  is  signed  by  the  Director  of  BITA  and  the  State  Purchasing 
Agent,  and  the  AF-29  Tracking  System  is  updated. 

7.  The  file  is  brought  to  the  Procurement  section  where  the  AF-29  is  taken  to 
the  Comptroller's  office  and  date  stamped.  The  AF-29  Tracking  System  is 
updated. 

8.  A  four-part  Purchase  Order  (P.E.  or  S.C.)  is  generated  and  distributed  with 
a  copy  of  the  Contract  and  the  Work  Order  to: 

.  the  Vendor 

.  the  Comptroller  with  the  original  date-stamped  AF-29 
.  the  Agency  with  a  copy  of  the  date-stamped  AF-29 
.  the  file  with  a  copy  of  the  date-stamped  AF-29 

The  AF-29  Tracking  System  is  updated. 

The  Emergency  procurement  process  is  complete,  the  case  is  filed  in  the  DPGS 
file  room  and  noted  in  the  AF-29  Tracking  System. 
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APPENDIX  A  -  ORGANIZATION  CHART 
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APPENDIX  B  -  AGENCIES  SUBJECT  TO  APPROVAL 

COMMONWEALTH  OF  MASSACHUSETTS 
DEPARTMENT  OF  PROCUREMENT  AND  GENERAL  SERVICES 
BUREAU  OF  INFORMATION  TECHNOLOGY  ACQUISITIONS 
AGENCY  TEAM  ASSIGNMENTS 


TEAM  ONE 

Collin  Ricketts  Team  Leader       727-7500  X330 

Gabrielle  Meyer         Analyst  727-7500  X210 


ABREV  Executive  Office  of  Administration  and  Finance 

DCP  Div.  of  Capital  Planning  &  Operations   (Michelle  Falasca) 

OER  Office  of  Employee  Relations   (Ed  Sredniki)    *Evelyn  Coe 

PER  Public  Emp.  Retirement  Assoc.    (Sarah  Kelly)   *Ann  O'Brien 

RLD  Retirement  Law  Commission  (Terrance  Gerlich) 

TRB  Teachers  Retirement  Board   (Jack  Harrigan)   *David  Macheod 

Executive  Office  of  Communities  and  Development 

OCD  Office  of  the  Secretary  (Geoffrey  Forrest) 

Div.  of  Municipal  Development 
Div.  of  Housing 

Div.  of  Neighborhoods  &  Economic  Opportunity 

Executive  Office  of  Consumer  Affairs 

REG  Div.  of  Registration   (Tom  Forsyth)   *Neal  Fenochetti 

DOS  Div.  of  Standards   (Charles  Carroll) 

SRC  State  Racing  Commission  (Michael  Callahan) 

DOI  Div.  of  Insurance 

DOE  Department  of  Education 

(Jay  Sullivan) 

Executive  Office  of  Elder  Affars 

ELD  Office  of  the  Secretary   (Steve  Schaffer)    *Sheila  Springfield 

Division  of  Enercry  Resources 

ENE  Office  of  the  Secretary   (Angela  Hermsdorf)   *Beverly  Ferrante 

EFC  Energy  Facilities  Siting  Council   (Joan  Cunningham) 

Executive  Office  of  Human  Services 

DMH  Dept.   of  Mental  Health   (Paul  Staruski)   *Bob  Spicer 

EHS  Office  of  the  Secretary   (Susan  Mader)   * Justine  O'Donnell 

MCB  Mass  Comm.   for  the  Blind   (Brian  Fore) 
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IGO  Inspector  Generals  Office 

(Theresa  Ruane) 

Executive  Office  of  Labor 

EOL  Office  of  the  Secretary   (Heidi  Morris)    *Diane  Lentini 

BCA  Bd.   of  Conciliation  and  Arbitration   (James  Snow) 

LAB  Dept.   of  Labor  and  Industries    (Lynette  Fields)    *Mary  Curran 

LRC  Labor  Relations  Commission   (Ann  Moriarty) 

DIA  Dept.  of  Industrial  Accidents   (Lotlene  Forde) 

JLM  Joint  Labor  Mgmt .  Committee   (Mary  Cappadonna) 

Executive  Office  of  Public  Safety 

BBR  State  Bd.   of  Bldg.  Regs  &  Standards    (Charles  Hadley) 

CAP  Capital  Police   (Ellen  Donaghey) 

CCJ  Committee  on  Criminal  Justice   (Mary  Lou  Szulborski) 

DOC  Dpt.  of  Correction   (Peter  Macchi) 

RMV  Registry  of  Motor  Vehicles   (David  Lewis)   *Jim  McDevitt 

MRB  Merit  Rating  Board  (Maryann  Mulhall) 


TEAM  TWO 


Gerry  Ostrer  Team  Leader       727-7500  X206 


Executive  Office  of  Administration  and  Finance 

ALA  Div  of  Admin.  Law  Appeals   (Bob  Tierney) 

BGT  Budget  Bureau 

BLC  Bd.  of  Library  Commissioners   (Irene  S.  Levitt) 

BSI  Bureau  of  Spec.   Investigations   (Margaret  Capone) 

CAD  Mass.  Comm.  Against  Discrim.    (Judith  Wright)   *Nancy  Barnes 

DPA  Dept.  Personnel  Administration  (Shirley  Walker) 

FAD  Budget  Bureau  Fiscal  Affairs  Div.    (Mark  Williams) 

GIC  Group  Insurance  Comm.    (Darrel  Harmer)   *Bill  Hilliker 

LIB  George  Fingold  Library  (Christina  Belinger)   *Gus  Caso 

MIS  Office  of  Management  Information  Systems   (Annmarie  Kates) 

OAA  Office  of  Affirmative  Action  (Joan  McLaurin) 

OHA  Office  of  Handicapped  Affairs   (Soula  Antoniou) 

OSC  Comptroller's  Division  (Robert  Hester) 

PGS  Dept.  of  Procurement  and  General  Services   (Jackie  Harris) 

Executive  Office  of  Consumer  Affairs 

ABC  Alcohol  Beverage  Control  Comm.    (Peter  Connelly) 

CTV  Community  Antenna  Tele.  Comm.    (Kim  Kyle) 

DOB  Div.  of  Banks   (Ed  Koplow)   *Ila  Cooper 

DPU  Dept.  Public  Utilities   (Rick  Blaisdell)   *Margaret  Doocey 

MED  Bd.  of  Registration  in  Medicine   (Gray  Holmes) 

SCA  Office  of  the  Secretary  (Steve  Blanchard)   *Linda  Wintunski 
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District  Attorneys 

SUF  Suffolk  District   (John  Duffet) 

NOR  Northern  District   (Mathew  Connelly) 

EAS  Eastern  District    (Fran  Sullivan) 

BRI  Bristol  District    (Pam  Dexter) 

MID  Middle  District    (Marie  Urciuolli) 

WES  Hampden  District    (G.   0.  Boyde) 

NWD  Northwestern  Distreict    (Mike  Mozzer) 

NFK  Norfolk  District   (Joe  Creamer)    *Joe  Boyd 

PLY  Plymouth  District   (Marge  Sullivan) 

CPI  Cape  and  the  Islands   (Fillimia  Lopo) 

BER  Berkshire  District   (Theresa  Bianchi) 

Executive  Office  of  Human  Services 

CHE  Soldier's  Home  Chelsea   (Paul  McNamara) 

■  DMR  Dept.  of  Mental  Retardation   (Ed  Meade)    *Bob  Fitzgerald 

j  DPH  Dept.   of  Public  Health   (Marge  MacEvitt) 

;  DSS  Dept.  of  Social  Services     Ray  Richard)    *Beth  Berger 

I HLY  Soldier's  Home  Holyoke   (Tom  Cairns) 

PAR  Parole  Board   (Sallyann  Sweeney)   *Leo  Seman 

VET  Veterans  Services   (Rick  Stahl) 

WEL  Dept.  of  Public  Welfare   (Sandra  Donahue)   *James  Milton 

Executive  Office  of  Public  Safety 

AAB  Architectural  Access  Board   (Leslie  Levy) 

CJT  Criminal  Justice  Training  Council   (Donna  Bonaparte) 

DPS  State  Police   (Capt.  Thomas  J.  Kennedy) 

HSB  Governor's  Highway  Safety  Bureau   (Jeff  Grossman) 

Executive  Office  of  Transportation  and  Construction 

TRP  Office  of  the  Secretary   (Dianna  Jeong)    *MaryLou  Batt 

Central  Transport.  Planning  Staff   (Dianna  Jeong) 
DPW  Dept.  of  Public  Works   (David  Senerchia)    *Arthur  O'Brien 

MAC  Mass  Aeronautics  Commission  (Michael  Kennedy) 


TEAM  THREE 

Bill  Smith  Team  Leader       727-7500  X214 

Gisela  Ashley  Analyst  727-7500  X203 

Executive  Office  of  Administration  and  Finance 

W  Office  of  the  Secretary 

VTB  Appellate  Tax  Board  (Howard  Dono) 

3SB  Bureau  of  State  Buildings   (Halim  Naili)    *Ron  Grenier 

IPF  Off.  of  Campaign  &  Political  Finance   (Margaret  Muse) 

-SC  Civil  Service  Commission   (Betty  Waxman) 

DOR  Dept.   of  Revenue   (Vincent  Piccinni)   *Stephen  Winer 
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Executive  office  of  Economic  Affairs 

SEA  Office  of  the  Secretary   (Elizabeth  Prins) 

Job  Training  &  Partnership  Act   (Dave  Manning)  Mature  Industries 
DET  Dept.   of  Employment  and  Training   (Dennis  Thompson)    *Dan  Cappucci 

Bay  State  Skills  Corp.    (Vito  Amarelli) 
DCD  Dept.   Commerce  and  Development   (David  Villeneuve)    *Diane  Cahill 

Executive  Office  of  Environmental  Affairs 

ENV  Office  of  the  Secretary   (Jerry  Patz) 

DEM  Dept.  of  Environmental  Management  *Dick  Anderson 

DEP  Dept.  of  Envir.  Protection  (Jacqui  Doherty)   *Dick  Bourbeau 

FWE  Dept.     Fisheries,     Wildlife     &     Recreational     Vehicles  (Charlie 

Anderson)   *Jack  Buckley 
CZM  Coastal  Zone  Management  Office   (Jerry  Patz) 

Dept.  of  Conservations  Offices   (Jerry  Patz) 
AGR  Dept.  of  Food  and  Agriculture   (Kevin  Ascolillo)   *Jim  Walsh 

Mass  Environmental  Policy  Art  &  Review  (Jerry  Patz) 

RGT  Board  of  Regents  of  Higher  Education 

Executive  Office  of  Human  Services 

DAC  Disabled  Persons  Protection  Comm.    (John  Dunn) 

DMS  Div  of  Medical  Security  (Sheila  Morrison) 

DYS  Dept.  of  Youth  Services 

OFC  Office  for  Children  (Joan  Clark) 

MRC  Mass  Rehab  Commission  (James  Moran)   *Ronald  Stundze 

MCD  Commission  for  the  Deaf 

RSC  Rate  Setting  Commission  (Tom  Higgins) 

Executive  Office  of  Public  Safety 

EPS  Office  of  the  Secretary 

CHS  Criminal  History  Systems  Board  (Frank  Carney) 

CME  Chief  Medical  Examiner   (Dr.  Yvonne  Williams) 

CDA  Civil  Defense   (Jerry  Meister) *Royce  Sawyer 

DPS  Dept.  of  Public  Safety  (Paul  Pantazis) 

Governor's  Auto  Theft  Strike  Force   (Dorothy  Thompson 
MFA  Mass  Firefighters  Academy  (Stephen  Coan) 

MDC  Metro  District  Commission  (William  Ifrah)   *Mario  Traficante 

Governor's  Alliance  Against  Drugs   (Barbara  Loatman) 
MIL  National  Guard/Military  Division  (Michael  Howard) 

ETH  State  Ethics  Commission 

(Marsha  Bird) 
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TEAM  FOUR 

Ray  Greenup  Team  Leader       727-7500  X205 

David  Geankakis         Analyst  727-7500  X309 

Team  Four  handles  All  Non  AF-29  Agencies,  Blanket  Contract  Management  and 
Freedom  of  Information  Requests.  Team  Four  also  serves  as  a  back-up  team  to 
other  BITA  Teams. 
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APPENDIX  C   -  REGULATIONS 

DPGS 
REGULATIONS 

802  CMR  1:00 
INFORMATION 
TECHNOLOGY 

RESOURCES 


Revised  9/17/90 
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GENERAL  PROV  ISIONS 


1.01:     Application,  Purpose,  Scope  and  Authority. 

(1)        The  purpose  of  these  regulations  is  to  assure  that  procured  Information  Technology  Resources  as  defined 


herein. 

are: 

(a) 

technically  feasible; 

(b) 

cost  effective; 

(c) 

consistent  with  the  Commonwealth,  Secretariat,  and  Department  Information  Technology  Plans; 

(d) 

obtained  upon  prudent  contract  terms; 

(e) 

within  the  means  of  the  procuring  Department  to  manage  and  support; 

(f) 

obtained  in  a  manner  consistent  with  laws  of  general  application;  and 

(g) 

either  directly  or  through  adaptation  accessible  to  persons  with  handicaps,  such  that  equipment  is 

procured  consistent  with  Executive  Order  246. 

(2)  No  Department  shall  initiate  any  encumbrance  or  make  any  expenditure  of  Funds  whether  appropriated  or 
not,  for  the  Procurement  of  Information  Technology  Resources,  except  in  compliance  with  these 
regulations. 

(3)  These  regulations  set  forth  the  respective  functions  and  responsibilities  of  the  procuring  Departments,  their 
respective  Secretariats,  including  the  District  Attorneys,  and  the  Board  of  Regents,  and  the  Executive  Office 
for  Administration  and  Finance  and  its  subdivision,  the  Department  of  Procurement  and  General  Services, 
in  the  Procurement  of  Information  Technology  Resources.  Vendors'  rights  hereunder  include  only  those 
specifically  granted  by  these  regulations  and  those  to  which  they  are  entitled  by  necessary  application  of 
law. 

(4)  Each  occurrence  in  these  regulations  of  a  term  defined  in  Section  1.03  below  is  capitalized. 

•  (5)        These  regulations  are  adopted  under  the  authority  of  M.G.L.  c.  7,  ss.  4  and  22,  M.G.L.  c.  29,  ss.  27B 
and  29A.  And  C731  of  the  Acts  and  Revolves  of  1989. 

1.02:     Prior  Regulations. 

(1)  These  regulations  repeal  the  regulations  adopted  as  Administrative  Bulletins  Numbered  78-11,  82-5  and 
86-3  previously  published  as  801  CMR  5.00;  and  the  regulations  adopted  on  September  27,  1985  by  the 
Executive  Office  of  A&F  as  Telecommunications  Procurement  Guidelines  and  amendments  and  revisions 
thereof  but  they  shall  not  abridge  any  rights  or  obligations  of  the  Commonwealth  or  of  a  Contractor  under 
a  Contract  in  existence  on  the  effective  date  hereof. 


(2)        These  regulations  shall  supersede  any  contrary  provisions  contained  in  the  following  regulations,  with 
respect  to  Vendor  selection  and  contracting  for  Hardware,  Software,  Systems,  or  Services: 

(a)  the  regulations  adopted  in  1923  as  "Rules  and  Regulations  Governing  Purchasing,"  and 
amendments  and  revisions  thereof;  and 

(b)  the  regulations  adopted  as  Administration  Bulletin  No.  88-1,  and  amendments  and  revisions 
thereof. 
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1.03:  Definitions. 

(1)        Each  of  the  following  terms  shall  have  the  meaning  assigned  in  this  section,  unless  another  meaning  is 
obvious  from  the  context: 

Agency.  (See  Department) 

Benchmark.  A  specific  standard  against  which  the  performance  of  an  item  of  Hardware,  Software,  or  a  System 
is  measured. 

Bid.  A  response  by  a  Vendor  to  an  Invitation  For  Bids. 

BITA.  Bureau  of  Information  Technology  Acquisitions;  the  unit  within  DPGS  delegated  the  responsibility  for  the 
administration  of  these  regulations. 

Blanket  Contract.  A  Contract  made  between  a  Vendor  and  DPGS  which  specifies  particular  Information  Technology 
Resources,  prices  and  other  contractual  terms  and  conditions  under  which  they  may  be  acquired  by  any  Department 
during  the  term  of  the  Blanket  Contract.  (Also  may  be  referred  to  as  a  Major  Price  Agreement). 

BSPP.  Bureau  for  Systems  Policy  and  Planning;  the  unit  within  ONUS  formerly  responsible  for  the  administration 
of  the  previous  (801  CMR  5.00)  regulations. 

Budget  Bureau.  The  unit  within  the  Executive  Office  for  Administration  and  Finance  responsible  for  the 
coordination,  preparation  and  administration  of  the  Commonwealth's  Operating  and  Capital  Resources. 

Business  Specifications.  A  detailed  statement  of  the  mandatory  and  desirable  financial  and  contractual  requirements 
within  the  IFB/RFP,  which  will  apply  to  the  Contract  resulting  from  a  Procurement. 

Commissioner  of  Administration.  The  Secretary  of  the  Executive  Office  for  Administration  and  Finance,  in  his 
capacity  as  Commissioner  of  Administration,  or  a  person  specifically  designated  by  the  Commissioner  to  fulfill  the 
responsibilities  and  duties  given  the  Commissioner  by  these  regulations. 

Commonwealth  Information  Technology  Plan.  A  document  prepared  and  periodically  revised  by  Office  of 
Technology  Planning  that  details  policies,  priorities,  and  strategies  governing  the  use  and  procurement  of 
Information  Technology  Resources  by  Departments. 

Compatible  Growth.  The  addition  of  like  Hardware  or  Software  to  an  existing  base  or  the  upgrading  of  existing 
Hardware  or  Software  by  substituting  a  new  or  more  powerful  release. 

Competitive  Procurements.  An  Invitation  For  Bids,  a  Request  For  Proposals,  or  a  Small  Purchase. 

Competitive  Range.  The  range  in  which  the  number  of  points  which  a  Selection  Board  assigns  a  Vendor  in  the 
evaluation  of  that  Vendor's  Technical,  Business,  and  Cost  Proposals  must  fall  in  order  for  that  Vendor  to  merit  an 
opportunity  to  demonstrate  its  proposed  Information  Technology  Resources. 

Consultant  Contract.  A  Contract  in  which: 

(a)  the  Contractor  undertakes  to  provide  Services  rendered  by  one  or  more  individuals  named  in  the  Contract 
regarding  matters  in  their  fields  of  knowledge  or  training;  and 

(b)  substantially  all  of  the  Contractor's  compensation  is  determined  by  a  rate  per  unit  of  time  spent  by  such 
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individuals  to  provide  those  Services. 


Contract.  For  the  purposes  of  these  regulations,  a  legally  enforceable  agreement  between  a  Contractor  and  the 
Commonwealth  by  which  Information  Technology  Resources  are  procured  for  a  Department  through  BITA.  No 
Contract  for  Information  Technology  Resources  is  binding  on  the  Commonwealth  and  no  payments  may  be  made 
to  the  Contractor,  unless  the  Contract  has  been  approved  by  the  Commissioner  of  Administration  or  his  designee, 
and  filed  with  the  Comptroller  of  the  Commonwealth. 

Contract  Negotiating  Team.  Individuals  appointed  under  Section  1.83  or  1.84  of  these  regulations  by  the 
Commissioner  of  Administration  or  his  designee  to  perform  the  duties  assigned  to  them  under  those  Sections. 

Members  of  the  Contract  Negotiating  Team  must  generally  be  full — time  Commonwealth  employees  in  permanent 
(01)  or  temporary  (02)  positions,  and  at  least  one  must  be  a  nominee  of  the  requesting  Department,  and  at  least  one 
other  must  have  served  on  the  Selection  Board.  At  the  discretion  of  the  Purchasing  Agent,  or  his  designee  and  with 
his  written  permission,  individuals  in  consultant  (03)  positions  may  serve  as  members. 

Contractor.  An  individual,  corporation,  or  other  business  entity  which  enters  into  a  Contract  with  the 
Commonwealth  to  supply  Information  Technology  Resources  to  a  Department. 

Cost  Formula.  A  section  of  the  Evaluation  Criteria  which  instructs  a  Selection  Board  how  to  convert  Vendors' 
Costs  into  cost  points.  A  Cost  Formula  must  contain  the  following  four  variables:  assigned  cost  points  (the  cost 
points  assigned  to  the  Vendor  whose  Cost  Proposal  is  being  evaluated),  maximum  cost  points  (the  maximum  number 
of  cost  points  which  the  Selection  Board  may  assign  to  a  Vendor),  Vendor  Cost  and  the  lowest  Vendor  Cost. 

Cost  Proposal.  The  section  of  a  Proposal  submitted  by  a  Vendor  in  response  to  a  Request  For  Proposals  which 
contains  proposed  prices  for  the  desired  Information  Technology  Resources. 

Data  Processing.  The  preparation  and  use  of  basic  elements  of  information  according  to  precise  rules  and 
procedures  to  accomplish  such  operations  as  recording,  classifying,  sorting,  calculating,  summarizing  and 
transmitting  information. 

Debarment.  The  process  whereby  a  Vendor  is  determined  ineligible  for  the  award  of  any  Contract  for  the  supply 
of  Information  Technology  Resources  for  a  specified  period  of  time. 

Demonstrations.  For  the  purpose  of  these  regulations,  a  site  visit,  a  set  of  Benchmark  tests,  interviews,  or  other 
procedures  that  the  Selection  Board  conducts  to  test  or  substantiate  assertions  made  by  a  Vendor  in  a  Technical  and 
Business  Proposal  or  in  a  Bid. 

Department.  Any  subdivision  of  the  executive  branch  of  the  government  of  the  Commonwealth,  including  but  not 
limited  to  any  executive  office,  department,  division,  bureau,  board,  authority,  commission  or  committee  therein, 
but  excluding  public  institutions  of  higher  learning,  the  departments  of  the  Attorney  General,  State  Secretary,  State 
Auditor,  State  Treasurer,  the  Governor's  and  Lieutenant  Governor's  offices  and  independent  authorities  which  are 
exempted  by  statute  from  these  regulations. 

Department  Information  Technology  Initiative.  A  specific  portion  of  a  Department's  Information  Technology  Plan 
in  a  format  established  by  DPGS  detailing  the  use  of  Information  Technology  Resources  for  automating  a  manual 
business  function,  enhancing  an  already  automated  process  or  function,  or  creating  a  new  business  function,  service 
or  process. 
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Department  Information  Technology  Plan.  A  document  prepared  and  periodically  revised  by  a  Department  to  guide 
its  use  and  Procurement  of  Information  Technology  Resources  in  a  manner  consistent  with  the  Commonwealth 
Information  Technology  Plan  and  the  applicable  Secretariat  Information  Technology  Plan.  Each  Department 
Information  Technology  Plan  shall,  at  a  minimum,  contain  the  following: 

(a)  A  description  of  the  Department's  mission. 

(b)  Specific  Information  Technology  Initiatives;  and 

(c)  The  name  of  the  Department  Information  Technology  Plan  coordinator. 

DPGS.  Department  of  Procurement  and  General  Services;  The  Department  within  the  Executive  Office  for 
Administration  and  Finance  established  pursuant  to  Chapter  731  (1989)  to  regulate  and  oversee  the  Procurement  of 
goods  and  certain  services  for  the  various  Commonwealth  Departments. 

Evaluation  Criteria.  A  detailed  statement  of  the  technical  and  business  factors,  the  relative  weighting  of  these 
factors,  a  definition  of  Vendor  Cost,  and  a  Cost  Formula  to  be  used  to  assign  points  and  rank  Vendor  Proposals 
received  in  response  to  a  Request  For  Proposals.  Evaluation  Criteria  are  filed  with  DPGS  on  or  before  the  date 
a  Request  For  Proposals  is  issued  to  the  Vendor  community. 

Evaluation  Formula.  A  definition  of  Vendor  Cost  which  a  Selection  Board  uses  to  compute  a  dollar  Bid  value  and 
to  rank  Vendor  Bids  received  in  response  to  an  Invitation  For  Bids.  The  Selection  Board  must  file  an  Evaluation 
Formula  with  DPGS  on  or  before  the  date  an  Invitation  For  Bids  is  issued  to  the  Vendor  community. 

Evaluation  Reports.  Reports  written  by  a  Selection  Board  and  submitted  to  BITA  which  explain  the  Board's 
evaluation  of  each  Vendor's  Technical  and  Business  Proposal,  Cost  Proposal,  and  Demonstrations/Benchmarks  (if 
any). 

Feasibility  Study.  An  investigation: 

(a)  to  estimate  the  Department  resources  such  as  staff  time,  money,  and  site  preparation  required  for  a 
proposed  Procurement,  and  anticipated  under  a  potential  Contract; 

(b)  to  verify  that  those  resources  are  available  to  the  Department;  and 

(c)  to  determine  whether  the  expected  benefits  of  the  proposed  Procurement  are  sufficient  to  warrant  the 
expenditure  of  those  estimated  resources. 

Funds.  For  the  purposes  of  these  regulations,  Funds  include,  but  are  not  limited  to,  all  state  and  federal 
appropriations,  proceeds  from  bond  sales,  trust  funds,  grants,  and  gifts. 

Goods  and  Services  Bulletin.  A  weekly  publication  of  the  Office  of  the  Secretary  of  State  of  the  Commonwealth 
which  provides  Vendors  advance  notice  of  Invitations  For  Bids,  Requests  For  Proposals,  and  other  items  of  interest 
to  Vendors. 

Hardware.  A  subset  of  Information  Technology  Resources,  including  any  of  the  following: 

(a)  Programmable  computers  that  accept  and  store  data,  perform  calculations  and  other  processing  steps,  and 
produce  information  from  those  data; 

(b)  All  peripheral  or  auxiliary  equipment  used  primarily  in  conjunction  with  an  electronic  computer,  whether 
procured  with  the  computer  or  separately; 

(c)  Data  transmission  or  data  communications  equipment,  including  terminals  or  work  stations  for  PBXs; 

(d)  Office  automation  equipment,  including  typewriters  with  the  capacity  of  storing  keyed  information  on 
electronic  media; 

(e)  Furniture  or  accessories  used  solely  with  Information  Technology  Resources; 
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(f) 
(g) 

(h) 
(>) 


Processors  that  switch  analog  or  digital  signals  from  one  set  of  transmission  facilities  to  another; 

All  peripheral  and  auxiliary  equipment  used  in  conjunction  with  the  processors  described  in  (0  above; 

Voice  and  Data  transmission  or  communications  equipment,  including  terminals  or  work  stations;  or 

Telephones,  switching  equipment,  PBX's  and  the  terminal  equipment  used  in  voice  and/or  data 

transmission. 


Honest  Broker.  A  disinterested  third  party  appointed  by  the  Purchasing  Agent  or  his  designee  to  take  the  Technical 
and  Business  Evaluation  Reports  of  a  Selection  Board,  receive  a  copy  of  the  Vendors'  Cost  Proposals,  apply  the 
cost  Evaluation  Formula  to  the  Cost  Proposals,  calculate  which  Proposals  fall  within  the  Competitive  Range  for  the 
Procurement  and  provide  the  Selection  Board  with  the  names  only,  in  alphabetical  order,  of  those  Vendors  in  the 
Competitive  Range.  The  Honest  Broker  is  prohibited  from  divulging  the  Vendors'  Costs  to  anyone,  including 
members  of  the  Selection  Board.  When  not  a  member  of  the  Selection  Board  for  a  particular  Procurement,  the 
Purchasing  Agent  or  his  designee  may  serve  as  Honest  Broker  for  that  Procurement. 

Information  Technology  Resources.  Automated  Data  Processing  and/or  Telecommunications  Hardware,  Software, 
Systems,  or  Services,  or  any  combination  of  them,  as  the  context  permits. 

Inquiry.  The  solicitation  of  Quotes  from  Vendors  by  BITA  in  a  Small  Purchase  Procurement.  The  inquiry  may 
be  issued  directly  to  the  Vendors  by  the  Procuring  Department  after  it  is  reviewed  and  approved  by  BITA. 

Invitation  For  Bids  (IFB).  A  Solicitation  issued  to  Vendors  by  BITA  which  invites  submission  of  a  Bid  to  supply 
Information  Technology  Resources  conforming  to  mandatory  Technical  and  Business  Specifications  wherein  the  sole 
criterion  for  evaluation  is  cost. 

Needs  Analysis.  A  systematic  study  of  the  objectives  of  a  proposed  Procurement,  in  order  to  prepare  Technical 
Specifications  for  the  Information  Technology  Resources  to  be  procured. 

Notice  of  Proposed  Procurement.  A  Department's  initial  written  statement  to  BITA  of  its  intent  to  procure 
Information  Technology  Resources. 

OMIS.  Office  of  Management  Information  Systems;  an  Agency  within  the  Executive  Office  of  Administration  and 
Finance  organized  pursuant  to  Executive  Order  No.  166.  OMIS  includes  the  Bureau  of  Computer  Services  (BCS), 
the  Bureau  of  Systems  Services  (BSS),  the  Bureau  of  Administration,  the  Bureau  of  Technical  Education  (BTE), 
and  the  Office  of  Technology  Planning  (OTP). 

Order  Form.  For  the  purposes  of  these  regulations,  a  standardized  document  on  which  a  Department  specifies  the 
type  of  Information  Technology  Resources  it  intends  to  procure;  identifies  the  Contractor  by  name,  address  and 
Vendor  Code;  lists  the  price  and  quantity  of  the  Information  Technology  Resources  to  be  procured;  indicates  the 
activity  account  from  which  payment  will  be  made;  and  bears  the  signature  of  the  Department  head  or  person 
authorized  to  sign  such  documents. 

Office  of  Technology  Planning  (OTP).  A  unit  within  OMIS  that  is  responsible  for  developing  long  range 
Information  Technology  Plans  and  policies  for  the  Commonwealth  and  its  executive  branch  agencies. 

Procurement.  The  process  or  act  of  obtaining  Information  Technology  Resources  from  commercial  sources  or,  if 
the  context  permits,  from  a  governmental  organization.  A  Procurement  normally  has  four  major  steps:  obtaining 
approval  for  the  Request  (1.15-1.22),  choosing  a  Vendor  (1.25-1.79),  negotiating  a  Contract  (1.80-1.90),  and 
ordering  the  authorized  Information  Technology  Resources  (1.91). 
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Procurement  Coordinator.  An  individual  appointed  by  a  requesting  Department  to  coordinate  that  Department's 
interactions  with  its  Secretariat  and  BITA  and  to  undertake  the  other  responsibilities  specified  in  these  regulations 
for  a  specific  Procurement. 

Proposal.  A  response  by  a  Vendor  to  a  Request  For  Proposals.  The  response  generally  consists  of  a  Technical  and 
Business  Proposal  and  a  separate  Cost  Proposal. 

Purchasing  Agent.  For  purpose  of  802  CMR  1.00,  the  Deputy  Commissioner  of  Administration  in  charge  of  the 
Department  of  Procurement  and  General  Services  and  the  individual  responsible  for  the  administration  of  these 
regulations,  as  designated  by  the  Commissioner  of  Administration. 

Quote.  A  response  by  a  Vendor  to  a  Small  Purchase  inquiry. 

Request.  A  request  by  a  Department  for  authorization  to  expend  Funds  for  Information  Technology  Resources. 
It  consists  of  a  Request  Form  and  supporting  documents. 

Request  Form.  A  standardized  document  used  to  record  a  Request  and  to  record  the  actions  of  Commonwealth 
officers  and  organizations  whose  approval  or  participation  is  required  to  expend  Funds  for  Information  Technology 
Resources.   [Form  AF-29.] 

Request  For  Information  (RFI).  A  written  document  (not  a  Solicitation)  issued  by  BITA  on  behalf  of  a  Department 
which  invites  the  Vendor  community  to  submit  technical  advice  about  potential  solutions  to  a  Department's 
Information  Technology  Resources  needs  and  the  responses  which  indicate  Vendor  interest  in  participating  in  a 
possible  Solicitation. 

Request  For  Proposals  fRFP).  A  written  document  that  BITA  issues  to  Vendors  which  lists  mandatory  and  desirable 
Technical  and  Business  Specifications;  and  invites  submission  of  a  Technical  and  Business  Proposal  and  a  separate 
Cost  Proposal  in  a  format  specified  in  the  RFP.  Cost  is  not  the  sole  criteria  for  evaluation. 

Requirements  Definition.  The  examination  of  existing  information  flow,  Hardware  capability  and  operational 
procedures  within  an  organization.  A  Requirements  Definition  generally  consists  of  four  basic  parts:  a  description 
of  the  present  system  and  its  objectives;  a  statement  of  the  problem;  a  presentation  of  the  feasible  alternative 
solutions,  and  their  strengths,  weaknesses  and  estimated  costs;  and  recommendations. 

Screening  Conference.  One  or  more  consultations  between  a  Department  Procurement  Coordinator  and  a  BITA 
employee  to  review  a  Notice  of  Proposed  Procurement,  to  offer  advice  concerning  the  nature  and  scope  of  the 
Procurement(s)  appropriate  to  the  needs  described  in  the  Notice,  and  to  offer  assistance  in  the  preparation  of  one 
or  more  Requests. 

Secretariat  Information  Technology  Plan.  A  document  prepared  and  periodically  reviewed  by  a  Secretariat, 
containing: 

(a)  a  synthesis  of  the  Information  Technology  Plans  submitted  by  its  constituent  Departments,  noting 
redundancies  and  inconsistencies  among  them;  and 

(b)  guidelines  to  its  constituent  Departments,  derived  from  and  consistent  with  the  Commonwealth  Information 
Technology  Plan,  designed  to  promote  consistency  and  coherence  among  constituent  Departments  in  the 
periodic  revision  of  their  Department  Information  Technology  Plans. 
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Selection  Board.  One  or  more  individuals  appointed  under  Section  1.35  or  1.50  by  the  Purchasing  Agent  or  his 
designee.  Members  of  a  Selection  Board  must  generally  be  full-time  state  employees  in  permanent  (01)  or 
temporary  (02)  positions  and  at  least  one  must  be  a  nominee  of  the  requesting  Department.  At  the  discretion  of  the 
Purchasing  Agent,  or  his  designee  and  with  his  written  permission,  individuals  in  consultant  (03)  positions  may  serve 
as  members. 

Services.  The  furnishing  of  labor,  time,  or  effort  by  private  contractors  or,  when  the  context  permits,  by 
governmental  units,  not  involving  the  sale,  rental,  or  license  of  property  to  the  Commonwealth.  The  term  includes, 
but  is  not  necessarily  limited  to: 

(a)  the  labor  of  individuals  qualified  by  education,  experience,  or  training  to  perform  Feasibility  Studies,  Needs 
Analyses,  Requirements  Definitions,  system  analyses,  system  design,  system  specification,  programming, 
system  implementation,  system  testing,  and  other  tasks  relating  to  the  planning,  selection,  design, 
development,  and  use  of  Information  Technology  Resources; 

(b)  the  development,  modification  or  maintenance  of  Software; 

(c)  the  maintenance  or  repair  of  Hardware;  or 

(d)  the  use  of  Systems,  including  service  bureau  arrangements. 

Small  Purchase.  A  competitive  method  of  selecting  a  Vendor  to  supply  Information  Technology  Resources  which 
a  Department  may  use  if  the  value  of  the  requested  Information  Technology  Resources  is  less  than  Seven  Thousand 
Five  Hundred  Dollars  ($7,500.00). 

Software.  Computer  programs  and  procedures  which  control  the  operation  and  use  of  Hardware.  Software  includes 
operating  systems,  assemblers,  compilers,  interpreters,  utility  programs,  library  routines,  maintenance  routines  and 
application  programs,  and  the  associated  documentation. 

Solicitation.  A  Request  For  Proposals,  An  Invitation  For  Bids,  A  Small  Purchase,  or  other  communication  that 
BITA  issues  to  Vendors.  The  Solicitation  invites  Vendors  to  submit  a  Proposal,  Bid,  or  Quote  to  supply  goods  and 
services  conforming  to  the  Technical  Specifications,  upon  terms  and  conditions  conforming  to  the  Business 
Specifications.  A  Solicitation  contains: 

(a)  the  detailed  specification  of  the  goods  and  services  the  Department  intends  to  obtain  (see  Technical 
Specifications); 

(b)  a  statement  of  the  terms  and  conditions  under  which  the  Department  intends  to  obtain  those  goods  and 
services  (see  Business  Specifications);  and 

(c)  information  to  Vendors  about  the  procedures  they  must  follow  to  prepare  and  submit  a  responsive  Proposal, 
Bid,  or  Quote. 

Statement  of  Work.  A  detailed  description  of  duties  and  tasks  to  be  performed  by  the  parties  under  a  Contract. 

Study  Board.  For  the  purposes  of  these  regulations,  the  Board  appointed  by  a  Department  and  approved  by  the 
Purchasing  Agent  or  his  designee  to  prepare  a  Request  For  Information,  review  responses,  make  recommendations 
and  carry  out  the  other  duties  listed  in  Section  1.23. 

System.  An  interacting  aggregate  complement  of  Information  Technology  Resources  and  other  resources  organized 
to  perform  specific  Data  Processing  or  Telecommunication  operations  and  produce  specific  results. 

Technical  and  Business  Proposal.  That  section  of  a  Proposal  submitted  by  a  Vendor  which  contains  its  response 
to  the  mandatory  and  desirable  Technical  and  Business  Specifications  described  in  a  Request  For  Proposals. 
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Technical  Specifications.  Descriptions  in  an  RFP  or  IFB  of  the  mandatory  and  desirable  characteristics  (RFP)  and 
capabilities  of  items  of  Hardware  or  Software,  or  of  a  System. 

Transmittal  Letter.  For  the  purposes  of  these  regulations,  a  document  prepared  by  a  Selection  Board,  approved  by 
BITA,  and  attached  to  an  Invitation  For  Bids  or  a  Request  For  Proposals.  The  Transmittal  Letter  sets  forth  the  dates 
and  times  of  critical  events  relating  to  the  particular  Procurement,  including  the  release  date  of  the  Invitation  For 
Bids  or  Request  For  Proposals,  the  deadline  for  submission  of  Vendor  inquiries,  the  deadline  for  the  submission 
of  Bids  or  Proposals,  and  the  expected  date  of  the  selection  decision  and  completion  of  Contract  negotiations. 

Vendor.  An  individual,  corporation,  or  other  entity  engaged  in  the  business  of  supplying  Information  Technology 
Resources;  a  prospective  Contractor. 

Vendor  Cost.  A  dollar  amount  assigned  to  each  Vendor's  Cost  Proposal  or  Bid  that  responds  to  a  Request  For 
Proposals  or  Invitation  For  Bids.  The  Vendor  Cost  is  computed  by  the  Selection  Board  in  accordance  with  the 
definition  contained  in  the  Evaluation  Formula. 

1.04:     Information  Technology  Policy  Memoranda. 

(1)  From  time  to  time,  BITA  may  publish  Information  Technology  Policy  Memoranda  to  help  Departments 
comply  with  these  regulations.  The  Policy  Memoranda  may  include  interpretations  of  these  regulations, 
as  well  as  samples  and  descriptions  of  various  documents  required  or  permitted  by  these  regulations. 

1.05:  Delegation. 

(1)  The  Commissioner  of  Administration  may  delegate  his  powers  and  duties  under  these  regulations  to  one 
or  more  Commonwealth  officers  or  employees.  Delegations  shall  be  made  in  writing,  signed  by  the 
Commissioner,  and  be  revocable  by  him  at  any  time.  Any  delegation  may  be  limited  to  acts,  cases,  and 
circumstances  identified  in  the  instrument  of  delegation. 

1.06:  Waivers. 

(1)  The  Commissioner  of  Administration  or  his  designee  may  waive  strict  compliance  with  these  regulations, 
in  writing,  when  he  determines  that: 

(a)  the  waiver  is  necessary  to  avoid  substantial  harm  to  the  functioning  of  government,  or  to  protect 
the  public  health,  welfare,  or  safety;  or 

(b)  the  waiver  is  necessary  to  achieve  compliance  with  applicable  federal  regulations;  or 

(c)  the  non-compliance  is  minor  or  in  the  best  interest  of  the  Commonwealth,  and  does  not 
significantly  diminish  the  intent  and  purpose  of  these  regulations. 

(2)  A  waiver  shall  state  the  circumstances  and  reasons  for  it,  and  be  signed  by  the  Commissioner  or  his 
designee. 

1.07:  Severability. 

(1)  If  any  provision  of  these  regulations  or  any  application  to  any  person  or  circumstance  is  held  invalid,  such 
invalidity  shall  not  affect  other  provisions  or  applications  which  can  be  given  effect  without  the  invalid 
provision  or  application. 
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1.08:     Cancellation  of  Procurements. 

(1)  Any  Procurement  of,  and  any  authorization  to  expend  funds  for.  Information  Technology  Resources  may 
be  canceled  by: 

(a)  the  Commissioner  of  Administration  or  his  designee,  by  written  notice  to  BITA  denying  or 
revoking  approval  of  the  underlying  Request;  or 

(b)  the  Purchasing  Agent  or  his  designee,  upon  written  request  by  the  Department  or  at  his  own 
initiative,  by  written  notice  to  the  Department's  Procurement  Coordinator. 

(2)  A  Department  may  not  independently  cancel  a  Procurement. 

(3)  A  Department  may  appeal  a  cancellation  of  a  Procurement  by  the  Purchasing  Agent  to  the  Commissioner 
of  Administration. 

1.09:     Finality  of  Determinations. 

(1)  Each  determination  made  or  approved  by  the  Commissioner  under  these  regulations  shall  be  final  and 
conclusive. 

PLANNING 

1.10:     Department  Information  Technology  Plans. 

(1)  Every  Department  that  uses  or  intends  to  use  Information  Technology  Resources  shall  prepare  a  Department 
Information  Technology  Plan,  which  is  comprised  of,  but  not  limited  to,  the  set  of  its  current  Information 
Technology  Initiatives  covering  a  period  at  least  equal  to  the  remainder  of  the  current  fiscal  year  and  the 
succeeding  fiscal  year.  The  Department  shall  revise  its  plan  as  often  as  necessary  to  keep  it  current,  to 
conform  it  to  the  applicable  Secretariat  Information  Technology  Plan,  and  to  maintain  the  required  period 
of  coverage.  BITA  shall  establish  procedures  to  coordinate  the  preparation  and  revision  of  Department 
Information  Technology  Plans,  so  far  as  practicable,  with  the  annual  budget  and  schedule  preparation 
procedures  required  of  Departments  by  M.G.L.  c.  29,  s.  3  et  seq. 

(2)  Each  Department  shall  deliver  its  Department  Information  Technology  Plan  and  all  revisions  to  BITA  with 
copies  to  its  Secretariat  if  it  so  reports.  Each  Department's  Information  Technology  Plan  shall  be  subject 
to  review  by  BITA  at  any  time.  BITA  may  delay  action  on  any  pending  Request  until  the  Department 
Information  Technology  Plan  of  the  requesting  Department  is  complete  and  current.  BITA  shall  deliver 
a  copy  of  all  current  Department  Information  Technology  plans  to  OTP  for  review  and  comment  prior  to 
BITA  approving  the  Department  Plan. 

1.11:     Department  Information  Technology  Initiatives. 

(1)  Each  Department  shall  deliver  to  BITA  its  new  or  revised  Information  Technology  Initiatives  as  they  are 
developed. 

(2)  Each  Initiative  shall  be  a  detailed  plan  to  automate  a  manual  business  function,  to  enhance  an  already 
automated  process  or  function,  or  to  create  a  new  business  function,  service,  or  process,  in  order  for  the 
Department  to  better  achieve  its  mission. 

(3)  Information  Technology  Initiatives  are  planning  tools  and  they  may  be  long — term  in  focus.  They  are  not 
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limited  to  the  remainder  of  the  current  fiscal  year  and  the  succeeding  fiscal  year.  As  such,  they  need  not 
be  specific  about  exact  funding  sources  for  the  prospective  Information  Technology  Resources. 

1.12:     Secretariat  Information  Technology  Plans. 

(1)  Each  Secretariat  shall  prepare  a  Secretariat  Information  Technology  Plan  covering  a  period  at  least  equal 
to  the  remainder  of  the  current  fiscal  year  and  the  succeeding  fiscal  year.  Each  Secretariat  shall  revise  its 
plan  as  often  as  necessary  to  keep  it  current,  to  conform  it  to  the  Commonwealth  Information  Technology 
Plan,  and  to  maintain  the  required  period  of  coverage.  BITA  shall  establish  procedures  to  coordinate  the 
preparation  and  revision  of  Secretariat  Information  Technology  Plans,  so  far  as  practicable,  with  the  annual 
budget  and  schedule  preparation  procedures  required  of  Secretariats  by  M.G.L.  c.  29,  s.  3  et  seq. 

(2)  Each  Secretariat  shall  deliver  its  Secretariat  Information  Technology  Plan  and  all  revisions  to  BITA.  Each 
Secretariat  Information  Technology  Plan  shall  be  subject  to  review  by  BITA  at  any  time.  BITA  may  delay 
action  on  any  pending  Request  by  a  constituent  Department  of  the  Secretariat  until  the  Secretariat 
Information  Technology  Plan  is  complete  and  current.  BITA  shall  deliver  a  copy  of  all  current  Secretariat 
Information  Technology  Plans  to  OTP  for  review  and  comment  prior  to  BITA  approving  the  Secretariat 
Information  Technology  Plan. 

1.13:     Commonwealth  Information  Technology  Plan. 

(1)  OTP  shall  prepare  a  Commonwealth  Information  Technology  Plan.  The  plan  shall  be  revised  as  necessary 
to  keep  it  current  and  to  maintain  the  required  period  of  coverage.  The  preparation  and  revision  of  the 
Commonwealth  Information  Technology  Plan  shall  be  coordinated,  so  far  as  practicable,  with  the 
preparation  of  Department  and  Secretariat  Information  Technology  Plans.  OTP  shall  deliver  draft  copies 
and  revisions  of  the  Commonwealth  Information  Technology  Plan  to  BITA  for  review  and  comments  prior 
to  OTP  publishing  the  plan  or  its  revisions. 

1.14:  [RESERVED!. 

AUTHORIZATION  TO  PROCURE 

1.15:     Procurement  Coordinator. 

(1)  The  officer  in  charge  of  a  Department  initiating  a  procurement  of  Information  Technology  Resources  shall 
appoint  an  officer  or  employee  of  the  Department  to  serve  as  the  Procurement  Coordinator  concerning  that 
Procurement.  In  addition  to  the  specific  duties  described  in  these  regulations,  the  Procurement  Coordinator 
shall  coordinate  the  Department's  interactions  with  its  Secretariat  and  BITA  for  that  Procurement. 

1.16:     Notice  of  Proposed  Procurement. 

(1)  The  Procurement  Coordinator  shall  notify  BITA  in  writing  that  the  Department  intends  to  procure 
Information  Technology  Resources.  The  Notice  of  Proposed  Procurement  shall: 

(a)  Identify  the  Department  and  the  name  and  address  of  the  administrative  unit  or  division  to  which 
the  goods  and  services  are  to  be  delivered; 

(b)  State  the  name,  address,  telephone  number  and  title  of  the  Procurement  Coordinator; 
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(c)  Describe  in  general  terms  the  Information  Technology  Resources  the  Department  intends  to  obtain; 

(d)  Identify  the  Information  Technology  Initiative  which  the  Procurement  will  implement; 

(e)  Identify  the  type  of  contract  the  Department  expects  to  enter  into  with  the  selected  Vendor; 

(f)  Summarize  briefly  the  Department  needs  which  the  Procurement  is  expected  to  satisfy; 

(g)  State  whether  the  Department  intends  to  request  a  method  of  Vendor  selection  other  than  a  Blanket 
Contract,  Small  Purchase,  Request  For  Proposals,  or  Invitation  For  Bids.  If  the  method  to  be 
requested  is  Non-Competitive,  the  Department  shall  state  its  choice  of  Vendor  and  its  reason(s) 
for  selecting  that  Vendor;  and 

(h)  Estimated  cost  and  anticipated  funding  source. 

(2)  No  Notice  of  Proposed  Procurement  is  necessary  if  the  Information  Technology  Resources  are  Consultant 
Services  that  qualify  for  a  noncompetitive  Procurement  under  Section  1.26. 

1.17:     Screening  Conference. 

(1)  An  employee  of  BITA  shall  confer  with  the  Procurement  Coordinator  to  review  the  Notice  of  Proposed 
Procurement,  to  offer  advice  concerning  the  nature  and  scope  of  the  Procurement  or  the  Procurement's 
appropriateness  to  the  needs  described  in  the  Notice,  and  to  offer  assistance  in  the  preparation  of  one  or 
more  Request  Forms.  At  the  request  of  the  Department,  other  officers  or  employees  of  the  Commonwealth 
may  participate  in  the  conference.  BITA  may  adjourn  and  reconvene  the  conference,  if  necessary  to 
accommodate  their  participation  or  to  complete  the  work  described  in  this  section. 

(2)  At  or  following  the  Screening  Conference,  BITA  shall  indicate  the  nature  and  scope  of: 

(a)  the  supporting  documents  it  requires  the  Department  to  submit  with  the  Request  Form; 

(b)  the  justification  supporting  an  Department's  request  to  select  a  Vendor  by  any  method  other  than 
Blanket  Contracts,  Small  Purchases,  Request  For  Proposals,  or  Invitation  For  Bids;  and 

(c)  the  Technical  and  Business  Specifications  the  Department  must  prepare  for  delivery  to  the 
Selection  Board.  If  the  Request  includes  Services,  a  Statement  of  Work  may  be  required  instead 
of,  or  in  addition  to,  Technical  Specifications. 

(3)  BITA  shall  consider  the  nature,  importance,  and  magnitude  of  the  Information  Technology  Resources 
requested,  in  determining  what  supporting  documents  are  necessary  for  it  to  adequately  review  the  Request 
and  justify  its  approval.  Examples  of  the  kinds  of  supporting  documents  BITA  may  require  are: 

(a)  indicated  portions  of  the  Department  Information  Technology  Plan,  with  any  updates  or  revisions 
necessary  to  reconcile  the  plan  with  the  Request; 

(b)  a  Feasibility  Study  report; 

(c)  a  Needs  Analysis  report; 

(d)  a  Requirements  Definition  report;  or 

(e)  a  report  on  the  results  of  a  Request  For  Information  authorized  by  BITA  or  similar  inquiry  into 
the  market  availability  of  relevant  Information  Technology  Resources. 

1.18:     Preparation  and  Submission  of  Request. 

(1)  The  Procurement  Coordinator  shall  complete  a  Request  Form  and  coordinate  the  preparation  of  the 
supporting  documents.  The  Request  Form  shall: 

(a)  state  whether  Funds  sufficient  to  cover  the  amounts  to  be  paid  to  the  Contractor  in  the  fiscal  year 
in  which  the  contract  term  is  to  begin  are  available  in  the  appropriation  account  identified  as  the 
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(b) 


source  of  funding;  and 

identify  the  Department  Information  Technology  Initiative  which  the  proposed  Procurement  would 
implement. 


(2) 
(3) 
(4) 

(5) 


1.19: 

(1) 

(2) 
(3) 

(4) 

1.20: 

(1) 


To  the  extent  necessary,  the  Procurement  Coordinator  shall  consult  with  the  Department's  MIS  Director 
in  completing  the  Request  Form. 

To  the  extent  required  by  the  policies  of  its  Secretariat,  the  Department  shall  consult  with  its  Secretariat 
before  and  during  the  preparation  of  the  Request  Form  and  supporting  documents. 

The  Procurement  Coordinator  shall  deliver  the  completed  Request  Form  and  the  supporting  documents  to 
its  Secretariat  when: 

(a)  the  Request  Form  and  supporting  documents  are  completed  in  the  form  and  manner  indicated  by 
BITA  as  a  result  of  the  screening  conference;  and 

(b)  the  authorized  officer  of  the  Department  has  approved  them  and  signed  the  Request  Form. 

If  the  proposed  selection  method  is  Non-Competitive,  the  Procurement  Coordinator  shall  also  include  with 
the  Request  Form  the  following  information  about  this  Vendor  selection  method: 

(1)  a  written  statement  to  BITA  in  which  it  indicates  the  specific  sub-clause  of  Section  1.26  of  these 
regulations  which  it  finds  justifies  the  Non-Competitive  Procurement; 

(2)  if  paragraph  (a),(d),  or  (e)  of  Section  1.26  justifies  a  Non-Competitive  Procurement,  the 
Department's  Request  must  be  accompanied  by  a  set  of  specifications  and  the  details  of  the 
investigation,  a  detailed  estimate  of  the  Software  costs,  or  the  reason  for  compatibility, 
respectively;  or 

(3)  if  paragraph  (f)  of  Section  1.26  justifies  a  Non-Competitive  Procurement,  the  Department's 
Request  must  be  accompanied  by  a  letter  from  the  Department  justifying  the  use  of  this  method 
of  Vendor  selection,  including  the  total  price  of  the  requested  Information  Technology  Resources. 

Secretariat  Review. 

The  Secretary  of  each  Executive  Office  shall  review  each  Request  prepared  by  its  constituent  Departments 
prior  to  submission  to  BITA.  If  the  Secretary  approves  a  Request,  approval  shall  be  indicated  on  the 
Request  Form  and  signed  before  the  Request  Form  and  supporting  documents  are  delivered  to  BITA. 

The  Secretary  shall  disapprove  p. 

The  Secretary  may  also  recommend  to  the  Department  modifications  necessary  for  approval  of  the  Request. 
The  Department  may  then  elect  whether  to  withdraw  the  Request  or  to  reconvene  the  Screening  Conference 
with  a  representative  of  the  Secretariat  in  attendance. 

If  the  Department  is  not  within  a  Secretariat,  the  Procurement  Coordinator  shall  deliver  the  Request  directly 
to  BITA  and  this  section  shall  not  apply. 

BITA  Review  of  Request. 

BITA  shall  review  each  Request  submitted  with  Secretariat  approval  or  submitted  directly  by  an  Department 
under  Section  1.19(4).  If  BITA  approves  the  Request,  it  shall  proceed  in  accordance  with  paragraphs  (4) 
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and  (5)  of  this  section.  If  BITA  disapproves  the  Request,  it  shall  notify  the  Department  and  the  Secretary, 
indicating  the  reasons  for  disapproving  and  allow  a  reasonable  time  for  the  Department  to  elect  whether 
it  will  withdraw  the  Request,  reconvene  the  Screening  Conference,  or  seek  review  of  the  disapproval  under 
Section  1.21(2). 

(2)  BITA  shall  review  the  Request  to  ensure  that  it  is  technically  feasible,  cost-effective,  consistent  with  the 
Commonwealth,  Secretariat,  and  Department  Information  Technology  Plans,  and  that  the  proposed  method 
of  Vendor  selection  complies  with  these  regulations  and  will  not  adversely  impact  Commonwealth  Data  or 
Telecommunications  Centers. 

(3)  BITA  shall  disapprove  a  Request  when: 


(a)  the  Request  Form  is  inaccurate  or  incomplete  in  any  material  way;  or 

(b)  the  Request  does  not  meet  statutory  or  regulatory  requirements,  including  any  general  or  special 
laws  pertaining  to  Information  Technology  Procurements,  Policy  Memoranda,  budget  schedules, 
and  funding;  or 

(c)  the  supporting  documents  are  inadequate  for  the  purposes  stated  in  Section  1.01;  or 

(d)  the  Department's  needs  and  objectives  can  be  met  in  a  manner  more  advantageous  to  the 
Commonwealth  than  the  intended  Procurement;  or 

(e)  the  Department  does  not  have  adequate  personnel  to  support  the  requested  procurement;  or 

(f)  the  Request  is  not  technically  feasible,  not  cost — effective,  or  not  consistent  with  the 
Commonwealth,  Secretariat,  or  Department  Information  Technology  Plans,  or  the  proposed  method 
of  Vendor  selection  does  not  comply  with  these  regulations. 


(4)  BITA  shall  notify  the  Purchasing  Agent  or  his  designee  of  its  approval  or  disapproval  of  each  Request. 

(5)  If  BITA  has  approved  a  Request,  its  notice  to  the  Purchasing  Agent  or  his  designee  shall  include  its 
recommendation  concerning  the  method  of  Vendor  selection.  If  the  method  recommended  is 
Non-Competitive,  the  notice  shall  also  recommend  a  choice  of  Vendor. 

1.21:     Purchasing  Agent's  Review  of  Request. 


(1)  After  such  review  as  deemed  appropriate,  the  Purchasing  Agent  or  his  designee  shall  approve  or  disapprove 
each  Request  approved  by  BITA.  The  Purchasing  Agent  or  his  designee  may  disapprove  for  any  of  the 
reasons  listed  in  subsection  (3)  of  Section  1.20,  with  the  same  result  as  if  BITA  had  disapproved  the 
request.  The  Purchasing  Agent  or  his  designee  may  adopt  the  recommendations  made  by  BITA  under 
subsections  (4)  and  (5)  of  Section  1.20,  or  make  such  changes  as  deemed  appropriate.  The  Purchasing 
Agent  or  his  designee  shall  demonstrate  his  approval  by  signing  the  Request  Form. 

1.22:     Notice  of  Approval  or  Disapproval. 

(1)  BITA  shall  notify  the  Department  and  the  Secretariat  of  the  Purchasing  Agent's  action.  If  the  Request  is 
approved,  BITA  may,  in  consultation  with  the  Procurement  Coordinator,  also  establish  a  reasonable  time 
schedule  for  carrying  out  the  Procurement.  If  the  schedule  is  not  met,  the  Purchasing  Agent  or  his 
designee  may  revoke  his  approval  of  the  Request. 
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REQUESTS  FOR  INFORMATION 
1.23:     Requests  for  Information  fRFI). 

(1)  BITA  may  issue  a  Request  For  Information  on  behalf  of  the  Commonwealth,  as  a  whole,  or  a  requesting 
Department,  in  order  to  obtain  necessary  technical  information  or  to  determine  Vendor  interest  in 
participating  in  a  possible  Solicitation. 

(2)  The  procedure  for  issuing  a  Request  for  Information  is: 

(a)  the  Department  and  BITA  shall  recommend  a  Study  Board  for  appointment  by  the  Purchasing 
Agent  or  his  designee; 

(b)  the  Study  Board  shall  prepare  the  Request  For  Information  and  submit  it  to  BrTA  for  review; 

(c)  upon  approval  by  the  Purchasing  Agent  or  his  designee  and  after  its  announcement  in  the  Goods 
and  Services  Bulletin,  BITA  shall  issue  the  Request  For  Information; 

(d)  at  the  time  specified  in  the  Request  For  Information,  the  Study  Board  shall  hold  an  information 
meeting  for  Vendors; 

(e)  at  its  discretion,  the  Study  Board  may  interview  responding  Vendors  to  discuss  their  responses  to 
the  Request  For  Information;  and 

(f)  the  Study  Board  shall  review  the  responses  to  the  Request  For  Information  and  make  a  written 
report  to  BrTA  of  its  findings  and  recommendations,  including,  if  appropriate,  a  recommendation 
to  proceed  with  a  Solicitation,  the  impaneling  of  a  Selection  Board,  and  the  preparation  of  a 
Procurement  document. 

(3)  Requests  For  Information  may  not  ask  Vendors  for  detailed  cost  information. 

(4)  A  Request  For  Information  is  not  a  Solicitation  and  in  no  way  binds  the  Commonwealth  or  any  member 
of  the  Vendor  community.  Vendors  who  have  responded  to  a  Request  For  Information  may  not  be 
precluded  from  participation  in  a  subsequent  Solicitation,  if  any,  nor  may  Vendors  who  did  not  participate 
in  or  respond  to  the  RFI.  Any  subsequent  Solicitation  must  be  advertised  in  advance  in  the  Goods  and 
Services  Bulletin. 

(5)  No  Department,  other  than  BITA,  may  issue  a  Request  For  Information  regarding  Information  Technology 
Resources  to  the  Vendor  community. 

1.24:  [RESERVED! 

METHODS  OF  VENDOR  SELECTION 
1.25:     Vendor  Selection  Methods. 

(1)        These  regulations  provide  six  methods  of  Vendor  selection: 

(a)  Non-Competitive  (Sole  Source); 

(b)  Blanket  Contract  (Major  Price  Agreement); 

(c)  Small  Purchase; 

(d)  Invitation  For  Bids; 

(e)  Request  For  Proposals;  and 

(f)  Emergency. 
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(2)  Use  of  one  of  these  methods  is  subject  to  the  prior  approval  of  the  Secretariat,  BITA,  and  Purchasing  Agent 
or  his  designee  under  Sections  1.15  through  1.22. 

REQUIREMENTS  FOR  VENDOR  SELECTION 

1.26:     Non-Competitive  Selection  (Sole  Source). 

The  Purchasing  Agent  or  his  designee  may  award  a  Contract  for  specified  Information  Technology  Resources  to 
a  Vendor  without  competition  if: 

(1)  A  reasonably  diligent  investigation  has  revealed  that  particular  Vendor  to  be  the  only  one  who  can  meet 
the  applicable  Technical  and  Business  Specifications  and  the  Purchasing  Agent  has  ruled  that  the 
specifications  which  exclude  other  Vendors  are  not  unreasonably  restrictive;  or 

(2)  A  Solicitation  has  failed  to  elicit  a  responsive  Bid,  Proposal,  or  Quote;  or 

(3)  The  proposed  Vendor  is  another  Department  or  another  governmental  unit;  or 

(4)  The  Department  could  avoid  significant  Software  conversion  or  rewrite  costs;  or 

(5)  The  Resources  are  needed  for  Compatible  Growth;  or 

(6)  The  total  price  of  the  Information  Technology  Resources  to  be  procured  does  not  exceed  Five  Hundred 
Dollars  ($500);  or 

(7)  Consultant  Contracts  may  be  awarded  to  Contractors  selected  without  competition. 
1.27:     Blanket  Contracts  (Major  Price  Agreements). 

( 1 )  A  requesting  Department  may  acquire  Information  Technology  Resources  from  Blanket  Contracts  that  BITA 
has  established  on  behalf  of  the  Commonwealth  with  one  or  more  Vendors  through  a  Solicitation. 

1.28:     Small  Purchases. 

(1)  A  requesting  Department  may  acquire  Information  Technology  Resources  through  a  Small  Purchase 
Procurement  if  the  value  of  the  requested  Information  Technology  Resources  is  less  than  Seven  Thousand 
Five  Hundred  Dollars  ($7,500,00). 

(2)  The  requesting  Department  may  not  solicit  a  Quote  from  a  Vendor  if  the  cumulative  amount  spent  in  the 
same  fiscal  year  with  that  Vendor  for  Information  Technology  Resources  through  Small  Purchases  would 
exceed  Twenty  Five  Thousand  Dollars  ($25,000). 

1.29:     Invitation  For  Bids. 

(1)  A  requesting  Department  may  acquire  Information  Technology  Resources  through  an  Invitation  For  Bids 
if  the  nature  of  the  Procurement  allows  award  to  the  Vendor  that  has  the  lowest  Vendor  Cost  and  who 
agrees  without  condition  or  reservation  to  perform  in  accordance  with  the  specifications  and  conditions 
contained  in  the  Invitation  For  Bids. 
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(2)        Factors  to  consider  in  determining  whether  an  Invitation  For  Bids  is  appropriate  include: 

(a)  whether  the  primary  consideration  (assuming  minimum  specifications  are  met)  is  the  cost  of  the 
Information  Technology  Resources,  without  regard  to  differences  in  technical  and  performance 
capability  and  other  qualitative  factors;  and 

(b)  whether  a  prudent  Contract  can  reasonably  be  made  without  negotiation  of  the  technical  or  business 
aspects  of  the  Vendors'  responses. 

1.30:    Request  For  Proposals. 

(1)  The  requesting  Department  must  procure  Information  Resources  through  a  Request  For  Proposals  for  all 
Procurements  of  Information  Technology  Resources  unless  BITA  has  approved  one  of  the  other  methods 
of  Vendor  selection. 

1.31:     Emergency  Selection. 

(1)  A  Vendor  for  specified  Information  Technology  Resources  may  be  selected  when  the  Purchasing  Agent  or 
his  designee  determines  that: 

(a)  unforeseen  circumstances  require  the  immediate  acquisition  of  the  specified  Information 
Technology  Resources  to  avoid  substantial  harm  to  the  functioning  of  government  or  to  protect  the 
public  health,  welfare,  or  safety;  and 

(b)  the  delay  caused  by  using  an  otherwise  appropriate  selection  method  would  substantially  increase 
the  threat  of  such  harm. 

(2)  Emergency  Procurements  shall  be  limited,  so  far  as  practicable,  to  the  minimum  quantity  and  duration 
necessary  to  meet  the  emergency. 

(3)  The  reversion  of  Funds  at  the  end  of  a  fiscal  year  (both  State  and  Federal)  does  not  constitute  an 
emergency. 

PROCEDURES  FOR  VENDOR  SELECTION 

NON-COMPETITIVE 

1.32:     Non-Competitive  Selection. 

(1)  After  receiving  approval  of  its  Request,  a  Department  shall  submit  the  proposed  Contract  or  document  in 
lieu  of  a  Contract  for  BITA  approval. 

(2)  Any  Contract  with  a  Vendor  selected  without  competition  pursuant  to  paragraphs  (a),  (d),  or  (e)  of  Section 
1.26  or  a  consultant  contract  shall  be  limited  in  scope  and  duration  so  far  as  is  practicable  under  the 
circumstances,  to  the  Information  Technology  Resources  for  which  the  Vendor  is  the  sole  source. 

(3)  Any  Contract  with  a  Vendor  selected  without  competition  pursuant  to  paragraph  (f)  of  Section  1 .26(6)  may 
not  exceed  a  total  price  of  Five  Hundred  Dollars  ($500.00).  This  limit  applies  to  the  total  value  of  the 
Procurement  and  not  simply  to  individual  line  items. 

(a)  This  provision  may  be  used  for  the  procurement  of  several  items,  each  of  which  is  under  $500.00 
but  whose  cumulative  total  does  not  exceed  the  $500.00  limit. 

(b)  The  Purchasing  Agent  or  his  designee  may  limit  the  number  of  times  a  Department  may  employ 
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this  method  of  Vendor  selection  in  the  same  fiscal  year  and  may  also  limit  the  number  of  times 
a  particular  Vendor  is  selected  under  this  provision  in  the  same  fiscal  year. 

BLANKET  CONTRACTS 

1.33:     Blanket  Contracts. 

(1)  After  receiving  approval  of  its  Request,  the  Department  shall  submit  an  Order  Form  to  BITA. 

(2)  If  the  Procurement  will  affect  a  Commonwealth  Data  or  Telecommunication  Center,  the  Procurement 
Coordinator  must  arrange  for  an  authorized  representative  of  the  affected  Data  or  Telecommunications 
Center  to  sign  the  Order  Form. 

SMALL  PURCHASES 

1.34:     Small  Purchases. 

(1)  After  receiving  approval  of  its  Request,  the  Department  Procurement  Coordinator  must  contact  at  least 
three  Vendors,  by  telephone  or  in  writing,  and  invite  them  to  submit  written  Quotes  for  the  desired 
Information  Technology  Resources.  The  invitations  must  be  uniform  and  BITA  shall  approve  the  wording 
of  the  Department's  Inquiry  (whether  oral  or  written)  prior  to  the  Department's  issuance  of  it. 

(2)  The  Vendors  must  submit  written  Quotes. 

(3)  The  Department  must  forward  at  least  three  Quotes  to  BITA  with  a  letter  indicating  the  Department's 
choice  and  a  completed  Order  Form.  The  Department  must  choose  the  lowest  Cost  Quote,  if  there  is  one. 
If  two  or  more  Quotes  tie  as  lowest  Cost  Quotes,  the  Department  may  choose  either  of  them  or  recommend 
that  the  proposed  order  be  split  among  the  Vendors  submitting  the  lowest  Cost  Quotes. 

(4)  Inquiries  may  require  goods  manufactured  by  a  specific  manufacturer  only  if  Quotes  are  submitted  from 
three  or  more  dealers  or  distributors  for  the  manufacturer. 

(5)  The  written  Notice  of  Proposed  Procurement  required  in  Section  1.16  may  be  replaced  by  a  telephone 
conference  which  may  also  serve  as  the  Screening  Conference  required  in  Section  1.17. 

INVITATION  FOR  BIDS 

1.35:     Selection  Board. 

(1)  After  the  Purchasing  Agent  or  his  designee  has  approved  a  Request  under  Section  1.21,  the  Department 
shall  nominate  and  the  Purchasing  Agent  or  his  designee  shall  appoint  a  Selection  Board.  BITA  at  its 
discretion  may  add  one  or  more  members  to  the  Selection  Board. 

(2)  The  Selection  Board  shall  carry  out  the  duties  described  in  the  following  sections,  including  but  not  limited 
to: 

(a)  determining  the  scope  of  the  Procurement; 

(b)  preparing  the  Invitation  For  Bids  for  BITA  review; 

(c)  developing  the  Evaluation  Formula  for  BITA  review; 

(d)  preparing  written  answers  to  Vendor  inquiries  for  BITA  review; 

(e)  evaluating  the  Vendors'  Bids; 
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(f)  writing  an  Evaluation  Report; 

(g)  filing  minutes  of  Selection  Board  meetings  with  BITA; 

(h)  notifying  vendors  of  award;  and 

(i)  assisting  in  Vendor  debriefings. 

(3)  The  Selection  Board  or  individual  members  of  the  Board  may  not: 

(a)  release  or  give  a  copy  of  the  Invitation  For  Bids  to  any  Vendor; 

(b)  discuss,  release  or  show  a  copy  of  the  Evaluation  Formula  to  any  Vendor; 

(c)  amend  the  Invitation  For  Bids  or  Evaluation  Formula  without  prior  written  approval  of  BITA; 

(d)  respond  to  Vendor  inquiries,  verbally  or  in  writing,  without  the  prior  approval  of  BITA; 

(e)  release  information  concerning  Evaluation  Reports;  or 

(f)  accept  an  item  of  value  from  any  Vendor. 

(4)  No  one  may  serve  on  a  Selection  Board  who  has  a  proprietary  interest  in  a  Vendor;  who  would  stand  to 
gain  financially  from  a  Procurement;  or  whose  participation  would  create  the  appearance  of  a  conflict  of 
interest.  A  member  shall  immediately  notify  the  Chairperson  of  the  Selection  Board  of  any  potential 
conflict,  and  the  Chairperson  shall  immediately  notify  BITA. 

1.36:  Specifications. 

(1)  Pursuant  to  Subsection  1. 17(2), (e)  when  the  Procurement  is  for  Services  only,  the  Selection  Board  may  use 
a  Statement  of  Work  instead  of,  or  in  addition  to,  Technical  Specifications. 

1.37:     Preparation  of  Invitation  For  Bids. 

(1)        The  Selection  Board  shall  prepare  the  Invitation  For  Bids,  which  shall  include: 


(a) 

a  Transmittal  Letter; 

(b) 

a  description  of  the  scope  of  the  Procurement; 

(c) 

the  Technical  Specifications; 

(d) 

the  Business  Specifications; 

(e) 

mandatory  contractual  terms  and  conditions; 

(f) 

instructions  and  information  concerning  Bid  format  and  submission  requirements,  including  the 

date,  time,  and  place  for  the  submission  of  Bids;  and 

(g) 

directions  for  obtaining  for  inspection  or  copying  any  documents  incorporated  by  reference  in  the 

Invitation  For  Bids. 

(2)  The  Selection  Board  shall  prepare  an  Evaluation  Formula  prior  to  BITA's  issuance  of  the  IFB  to  the 
Vendor  community. 

(3)  At  the  discretion  of  the  Selection  Board,  and  subject  to  BITA  approval,  the  Invitation  For  Bids  may 
include: 

(a)  a  performance  schedule; 

(b)  provisions  for  a  Vendor  Conference; 

(c)  requirements  for  inspections,  Demonstrations,  Benchmarks,  presentations,  or  other  evidence  of 
responsiveness; 

(d)  any  other  special  instructions  or  information  consistent  with  these  regulations;  and 

(e)  specific  contract  provisions,  including  bonding,  liquidated  damages,  and/or  other  security 
requirements; 
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1.38:     BITA  Review  of  Invitation  For  Bids  and  Evaluation  Formula. 

(1)  The  Selection  Board  shall  submit  the  proposed  Invitation  For  Bids  and  the  Evaluation  Formula  to  BITA, 
which  shall  either  approve  them  or  return  them  to  the  Selection  Board  for  modification  and  resubmission. 

(2)  BITA  will  approve  an  Invitation  For  Bids  if  it  finds  it  to  be  adequate  in  form  and  substance  in  conjunction 
with  the  Evaluation  Formula,  to  elicit  Bids  which  are: 

(a)  responsive  to  the  needs  and  conditions  described  in  the  Request  and  supporting  documents;  and 

(b)  capable  of  being  compared  with  competing  Bids  on  an  equal  basis;  and 

(c)  capable  of  being  evaluated  against  the  evaluation  formula;  and 

(d)  of  a  sound  basis  for  a  prudent,  complete,  and  lawful  Contract. 

(3)  BITA  shall  file  a  copy  of  an  approved  Invitation  For  Bids  and  its  Evaluation  Formula  with  the  DPGS  for 
review  and  approval  by  the  Purchasing  Agent  or  his  designee  on  or  before  the  date  the  Invitation  For  Bids 
is  issued  to  the  public  Vendor  community. 

1.39:     Goods  and  Services  Bulletin. 

(1)  All  Invitation  For  Bids,  as  required  by  Administrative  Bulletin  84-5,  must  be  advertised  in  the 
Commonwealth's  Goods  and  Services  Bulletin  prior  to  their  public  release. 

1.40:     Issuance  of  Invitation  For  Bids. 

(1)  All  Invitations  For  Bids  shall  allow  a  response  time  of  a  minimum  of  ten  (10)  business  days,  from  the  date 
of  release. 

(2)  The  Evaluation  Formula  must  be  filed  with  the  Purchasing  Agent  prior  to  issuance  of  the  Invitation  For 
Bids. 

(3)  BITA  shall  send  Invitation  For  Bids  to  Vendors  who  respond  to  the  advertisement  in  the  Goods  and 
Services  Bulletin  or  who  otherwise  request  a  copy.  BITA  may,  at  its  discretion,  also  send  Invitations  For 
Bids  to  Vendors  who  have  previously  participated  in  similar  Solicitations. 

(4)  DPGS  shall  maintain  a  list  of  all  Vendors  who  request  a  copy  of  an  Invitation  For  Bids  and  who  respond 
to  it. 

1.41:     Vendor  Information. 

(1)  The  Selection  Board  must  make  provision  for  answering  Vendors'  questions  before  the  deadline  for 
submission  of  Bids.  Only  written  answers  from  the  Selection  Board  are  binding  on  the  Commonwealth. 

(2)  The  Selection  Board  may,  at  its  discretion  and  with  BITA  approval,  hold  a  Vendor  conference  before  the 
deadline  for  submission  of  Bids. 

(3)  The  Selection  Board  or  any  member  of  the  Board  may  not  engage  in  any  activity  prohibited  by  Section  1 .35 
(3  and  4). 
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1.42:     Amendments  to  Invitation  For  Bids  and  Evaluation  Formula. 


(1)  If  the  Invitation  For  Bids  is  amended,  the  Selection  Board,  with  the  prior  approval  of  BITA,  may  amend 
the  Evaluation  Formula  as  long  as  the  amended  version  is  filed  with  the  DPGS,  for  review  and  approval 
by  the  Purchasing  Agent  or  his  designee,  on  or  before  the  date  the  amendments  to  the  Invitation  For  Bids 
are  issued  to  the  Vendor  community. 

1.43:     Bid  Submissions. 


(1)  Bids  shall  be  submitted  only  to  the  DPGS. 

(2)  Bids  shall  be  accepted  and  time  and  date-stamped  in  the  DPGS  up  to  the  time  specified  in  the  Invitation 
For  Bids. 

(3)  The  DPGS  shall  retain  one  original  of  each  Bid  and  deliver  the  remaining  copies  to  the  Chairperson  of  the 
Selection  Board  for  distribution  to  the  Selection  Board. 

1.44:     Correction  of  Bids. 


(1)  Vendors  shall  be  accorded  fair  and  equal  treatment  with  respect  to  any  opportunity  for  correction  of  Bids 
after  submission  and  prior  to  selection.  No  corrections  in  Bid  prices  or  other  provisions  of  Bids  prejudicial 
to  the  interests  of  the  Commonwealth  or  to  fair  competition  shall  be  permitted.  Questions  as  to  what 
constitutes  fair  and  equal  treatment  shall  be  submitted  to  and  decided  by  BITA  in  advance  of  Selection 
Board  action. 

1.45:     Evaluation  of  Bids  and  Written  Report. 

(1)  The  Selection  Board  shall  evaluate  the  Bids  for  responsiveness  to  the  Technical  and  Business  Specifications 
and  rank  the  responsive  Bids  by  Vendor  Cost.  No  criteria  may  be  used  for  evaluation  other  than 
compliance  with  the  specifications  and  the  Evaluation  Formula. 

(2)  The  Selection  Board  shall  deliver  a  written  report  of  its  activities  and  a  written  recommendation  to  BITA. 
The  report  must: 

(a)  identify  the  Vendors  and  their  respective  Vendor  Costs; 

(b)  document  the  reason(s)  why  any  Vendor  is  deemed  to  be  non-responsive;  and 

(c)  recommend  an  award. 

(3)  If  appropriate,  consistent  with  these  regulations,  based  upon  a  Vendor's  subsequent  demonstration 
benchmark  and/or  oral  presentation,  the  written  report  may  be  amended  to  reflect  such 
demonstration/benchmark . 

(4)  If  all  Bids  are  deemed  non-responsive,  the  Selection  Board  must  meet  with  BITA  to  determine  its  possible 
courses  of  action  prior  to  filing  its  report. 

(5)  No  information  relative  to  the  evaluation  and  ranking  of  Bids  shall  be  disclosed  to  any  person  prior  to  the 
approval  of  the  Selection  Board  Report  under  Section  1.46,  except  as  specifically  required  by  these 
regulations  or  by  any  federal  or  state  law. 
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1.46:     Review  of  Selection  Board  Report. 

(1)  BITA  shall  review  the  Selection  Board  Report  and  file  the  approved  Report  with  the  Purchasing  Agent  or 
his  designee  for  his  review  and  approval.  If  BITA  finds  that  the  Selection  Board  did  not  conduct  an 
evaluation  in  conformity  with  these  regulations,  or  that  the  Selection  Board  report  does  not  adequately 
support  its  recommendations,  BITA  shall  meet  with  the  Selection  Board  to  review  and  discuss  the 
evaluation  and  selection.  The  Selection  Board  may  correct  any  errors  or  omissions  revealed  by  the  review 
and  amend  the  report  accordingly. 

(2)  If  BITA  does  not  accept  the  recommendations  in  an  original  or  amended  Selection  Board  report  within  a 
reasonable  period,  the  matter  shall  be  referred  to  the  Purchasing  Agent  or  his  designee.  After  review,  the 
Purchasing  Agent  or  his  designee  shall  order  such  actions  deemed  necessary  to  protect  the  interests  of  the 
Commonwealth  and  of  competing  Vendors.  Permissible  actions  include,  but  are  not  limited  to,  accepting 
the  Selection  Board's  recommendations,  revoking  approval  of  the  underlying  Request,  or  restarting  the 
Procurement  at  an  earlier  point  in  the  approval  or  Vendor  selection  process. 

(3)  Any  order  made  under  this  section  shall  be  signed  by  the  Purchasing  Agent  or  his  designee. 
1.47:     Notification  to  Vendors. 

(1)  The  Selection  Board  shall  notify  all  Vendors  of  its  selection  upon  notice  of  approval  of  its  recommendations 
by  BITA. 

1.48:     Debriefing  of  Unsuccessful  Vendors. 

(1)  Any  Vendor  may  request  a  debriefing  within  two  weeks  after  receiving  notification  under  Section  1.47,  to 
discuss  the  evaluation  of  its  Bid  with  members  of  the  Selection  Board.  Requests  for  debriefing  shall  be 
delivered  to  the  Chairperson  of  the  Selection  Board.  Debriefings  shall  not  include  discussion  of  any 
competing  Bids. 

1.49:  [Reserved!. 

VENDOR  SELECTION  -  REQUEST  FOR  PROPOSALS 
1.50:     Selection  Board. 

(1)  After  the  Purchasing  Agent  or  his  designee  has  approved  a  Request  under  Section  1.21,  the  Department 
shall  nominate  and  the  Purchasing  Agent  or  his  designee  shall  appoint  a  Selection  Board.  BITA,  at  its 
discretion,  may  add  one  or  more  members  to  the  Selection  Board. 

(2)  The  Selection  Board  shall  carry  out  the  duties  described  in  the  following  sections,  including  but  not  limited 
to: 

(a)  determining  the  scope  of  the  Procurement; 

(b)  preparing  the  Request  For  Proposals  for  BITA  review; 

(c)  developing  the  Evaluation  Criteria,  which  shall  contain  a  Cost  Formula,  for  BITA  review; 

(d)  conducting  Vendor  conferences; 

(e)  preparing  written  answers  to  Vendor  inquiries  for  BITA  review; 

(f)  evaluating  the  Vendors'  Proposals; 

(g)  attending  Demonstration/Benchmarks; 

(h)  writing  Evaluation  Reports; 


Page  89 


March  29,  1993 


BITA  (Bureau  of  Information  Technology  Acquisitions) 


(i)         filing  minutes  of  Selection  Board  meetings  with  BITA;  and 
(j)         assisting  in  Vendor  debriefings. 

(3)  The  Selection  Board  or  individual  members  of  the  Board  may  not: 

(a)  release  or  give  a  copy  of  the  Request  For  Proposals  to  any  Vendor; 

(b)  discuss,  release  or  show  a  copy  of  the  Evaluation  Criteria  to  any  Vendor; 

(c)  amend  the  Request  For  Proposals  or  Evaluation  Criteria  without  prior  written  approval  of  BITA; 

(d)  respond  to  Vendor  inquiries  in  writing  without  the  prior  approval  of  BITA; 

(e)  release  information  concerning  Evaluation  Reports;  or 

(f)  accept  an  item  of  value  from  any  Vendor. 

(4)  No  one  may  serve  on  a  Selection  Board  who  has  a  proprietary  interest  in  a  Vendor;  who  would  stand  to 
gain  financially  from  a  Procurement;  or  whose  participation  would  create  the  appearance  of  a  conflict  of 
interest.  A  member  shall  immediately  notify  the  Chairperson  of  the  Selection  Board  of  any  potential 
conflict,  and  the  Chairperson  shall  immediately  notify  BrTA. 

1.51:  Specifications. 

(1)  Technical  Specifications  may  be  expressed  as  functional  specifications,  performance  specifications,  or  both 
and  may  differentiate  between  mandatory  (minimum)  and  desired  characteristics.  Pursuant  to  Subsection 
1.17(2)(c)  when  the  Procurement  includes  Services,  the  Selection  Board  may  use  a  Statement  of  Work 
instead  of,  or  in  addition  to,  Technical  Specifications. 

1.52:     Preparation  of  Request  For  Proposals. 

(1)  The  Selection  Board  shall  prepare  the  Request  For  Proposals,  which  shall  include: 

(a)  a  Transmittal  Letter; 

(b)  a  description  of  the  scope  of  the  Procurement; 

(c)  the  Mandatory  and  Desirable  Technical  Specifications; 

(d)  the  Mandatory  and  Desirable  Business  Specifications; 

(e)  mandatory  contractual  terms  and  conditions; 

(f)  instructions  and  information  concerning  the  Proposal  format  and  submission  requirements, 
including  the  date,  time,  and  place  for  the  submission  of  Proposals; 

(g)  provisions  for  a  Vendor  conference  open  to  all  Vendors  to  be  held  prior  to  the  Proposal  due  date; 

(h)  provisions  for  receiving  and  answering  questions  by  Vendors  prior  to  the  Proposal  due  date; 

(i)  provisions  for  amending  the  Request  For  Proposals  and  the  Evaluation  Criteria; 

(j)  a  statement  summarizing  the  major  categories  or  factors  included  in  the  Evaluation  Criteria 
prepared  under  Section  1.54  and  indicating  the  relative  importance  of  the  categories; 

(k)  a  statement  that  Vendors  whose  Proposals  the  Selection  Board  determines  are  likely  to  be  selected 
for  award  may  be  required  to  discuss  or  clarify  their  Proposals;  and 

(1)  directions  for  obtaining  for  inspection  or  copying  any  documents  incorporated  by  reference  in  the 
Request  For  Proposals. 

(2)  At  the  discretion  of  the  Selection  Board  and  subject  to  the  approval  of  BrTA,  the  Request  For  Proposals 
may  also  include: 

(a)  a  performance  schedule; 

(b)  the  maximum  time  to  be  allowed  for  contract  negotiation  and  award; 
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(c)  bonding,  liquidated  damages  and/or  other  security  requirements; 

(d)  specific  contract  provisions  which  may  differentiate  between  mandatory  and  desired  terms; 

(e)  provision  for  the  use  of  an  Honest  Broker  who  may  review  the  Cost  Proposals  subsequent  to  the 
filing  of  the  Technical  and  Business  Report  in  order  to  determine  the  Vendors  which  fall  within 
the  Competitive  Range; 

(f)  requirements  for  Demonstrations,  Benchmarks,  oral  presentations,  or  other  evidence  of 
responsiveness;  and 

(g)  any  other  special  instructions  or  information  not  inconsistent  with  these  regulations. 
1.53:     Separate  Cost  Proposals. 

(1)  The  Request  For  Proposals  shall  require  that  each  Proposal  state  the  proposed  prices  only  in  a  Cost 
Proposal  packaged  and  submitted  separately  from  the  Technical  and  Business  Proposal.  The  Request  For 
Proposals  may  require  simultaneous  submission  of  the  Technical  and  Business  Proposals  and  Cost 
Proposals,  or  it  may  specify  a  later  date  and  time  for  the  submission  of  the  Cost  Proposals. 

(2)  The  Request  For  Proposals  shall  provide  that  until  after  the  Selection  Board  has  reviewed  the  Technical 
and  Business  Proposals  (and  if  warranted,  conducted  Demonstrations,  heard  presentations,  made  site  visits 
or  performed  Benchmarks,)  and  has  filed  a  Technical,  Business  and  Demonstration  Report(s)  stating  the 
results  of  its  evaluation  of  the  Vendors'  Technical  and  Business  Proposals  and  Demonstrations,  no 
Department  personnel,  including  the  Selection  Board  and  the  Purchasing  Agent,  but  excepting  the  Honest 
Broker,  shall  consider  the  prices  offered  in  any  Cost  Proposal. 

1.54:     Evaluation  Criteria. 

(1)  The  Selection  Board  shall  prepare  Evaluation  Criteria  reasonably  designed  to  facilitate  the  comparative 
evaluation  of  responsive  proposals  from  responsible  Vendors,  and  the  ranking  of  those  proposals  in  order 
of  their  advantage  to  the  Commonwealth,  price,  and  other  factors  considered. 

(2)  The  Evaluation  Criteria  shall: 

(a)  provide  for  the  disqualification  of  Proposals  which  fail  to  meet  Technical  or  Business  specifications 
identified  as  mandatory  in  the  Request  For  Proposals; 

(b)  set  forth  the  factors  which,  in  addition  to  price  and  compliance  with  mandatory  specifications,  will 
be  considered  in  the  evaluation  and  ranking  of  Proposals,  and  the  relative  importance  of  those 
factors;  and 

(c)  contain  a  Cost  Formula. 

(3)  The  Evaluation  Criteria  must  be  filed  by  the  Selection  Board  with  the  DPGS  on  or  before  the  date  the 
Request  For  Proposals  is  issued. 

1.55:     BITA  Review  of  Request  For  Proposals. 

(1)  The  Selection  Board  shall  submit  the  Request  For  Proposals  and  the  related  Evaluation  Criteria  to  the 
BITA,  which  shall  either  approve  them  or  return  either  or  both  documents  to  the  Selection  Board  for 
modification  and  resubmission. 

(2)  BITA  will  approve  a  Request  For  Proposals  if  it  finds  the  Request  For  Proposals  to  be  adequate  in  form 
and  substance,  in  conjunction  with  the  Evaluation  Criteria,  to  elicit  proposals  which  are: 

(a)        responsive  to  the  needs  and  conditions  described  in  the  Request  and  supporting  documents;  and 
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(b)  capable  of  being  compared  with  competing  Proposals  on  an  equal  basis;  and 

(c)  capable  of  being  evaluated  against  the  Evaluation  Criteria;  and 

(d)  of  a  sound  basis  for  the  negotiation  of  a  prudent,  complete  and  lawful  Contract. 

(3)  BITA  shall  file  a  copy  of  an  approved  RFP  and  its  Evaluation  Criteria  with  the  Department  of  Procurement 
and  General  Services,  for  review  and  approval  by  the  Purchasing  Agent  or  his  designee,  on  or  before  the 
date  the  RFP  is  issued  to  the  public. 

1.56:     Announcement  in  Goods  and  Services  Bulletin. 

(1)  All  Request  For  Proposals,  shall  be  advertised  in  the  Commonwealth's  Goods  and  Services  Bulletin  prior 
to  their  public  release. 

1.57;     Issuance  of  Request  For  Proposals. 

(1)  All  Request  For  Proposals  must  allow  a  response  time  of  a  minimum  of  twenty  (20)  business  days  from 
the  date  of  release. 

(2)  The  Evaluation  Criteria  must  be  filed  with  the  DPGS  on  or  before  the  date  of  issuance  of  the  Request  For 
Proposals. 

(3)  BITA  shall  send  Request  For  Proposals  to  Vendors  who  respond  to  the  advertisement  in  the  Goods  and 
Services  Bulletin  or  who  otherwise  request  a  copy.  BrTA  may,  at  its  discretion,  also  send  Requests  For 
Proposals  to  Vendors  who  have  previously  participated  in  similar  Solicitations. 

(4)  DPGS  shall  maintain  a  list  of  all  Vendors  that  requested  a  copy  of  the  Request  For  Proposals  or  responded 
to  it. 

1.58:     Vendor  Information. 

(1)  The  Selection  Board  shall  hold  a  Vendor  conference  before  the  deadline  for  submission  of  Proposals. 

(2)  The  Selection  Board  must  make  provision  for  answering  Vendors'  questions  before  the  deadline  for 
submission  of  Proposals.  Only  written  answers  from  the  Selection  Board  are  binding  on  the 
Commonwealth. 

1.59:     Amendments  to  the  Request  For  Proposals  and  Evaluation  Criteria. 

(1)  If  the  Selection  Board  amends  the  Request  For  Proposals,  it  may,  with  the  prior  approval  of  BITA,  amend 
the  Evaluation  Criteria  as  long  as  it  files  the  amended  Evaluation  Criteria  with  the  DPGS,  for  review  and 
approval  by  the  Purchasing  Agent  or  his  designee,  on  or  before  the  date  the  amendments  to  the  Request 
For  Proposals  are  issued  to  the  Vendor  community. 

1.60:     Proposal  Submissions. 

(1)  Vendors  shall  submit  Proposals  only  to  the  DPGS. 

(2)  Vendors  shall  submit  Proposals  at  the  time  and  place  and  in  the  manner  specified  in  the  Request  For 
Proposals. 

(3)  The  DPGS  shall  retain  one  original  of  each  Proposal  and  deliver  the  remaining  copies  for  distribution  to 
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the  Selection  Board. 

(4)  The  DPGS  shall  retain  the  Cost  Proposals  until  the  Selection  Board  has  evaluated  the  Technical  and 
Business  Proposals  and  BITA  has  approved  and  filed  the  Selection  Board's  Technical  and  Business  Report 
with  the  Purchasing  Agent  or  his  designee. 

(5)  BITA  shall  retain  one  copy  of  each  Technical  and  Business  Proposal. 

(6)  If  only  one  Vendor  submits  a  Proposal  or  if  there  is  only  one  responsive  Proposal,  the  Selection  Board  may 
file  a  report,  and  with  prior  approval  of  BITA,  immediately  open  the  Cost  Proposal  and  then  issue  its  final 
report  to  BITA. 

1.61:     Evaluation  of  Technical  and  Business  Proposals. 

(1)  The  Selection  Board  shall  determine  which  Proposals  are  responsive  to  the  mandatory  requirements  of  the 
Request  For  Proposals. 

(2)  The  Selection  Board  shall  then  evaluate  the  responsive  Technical  and  Business  Proposals  against  the 
Evaluation  Criteria  and  rank  the  responsive  Proposals.  No  criteria  may  be  used  for  evaluation  other  than 
the  Evaluation  Criteria  filed  with  the  DPGS.  The  Selection  Board  shall  deliver  a  written  report  of  its 
activities  to  BITA  for  its  review  and  approval. 

1.62:     Clarification  and  Correction  of  Proposals. 

(1)  The  Selection  Board  may  request  from  Vendors  additional  information  needed  to  clarify  their  Proposals, 
to  verify  responsiveness  to  mandatory  specifications,  or  to  facilitate  the  fair  comparison  of  competing 
Proposals. 

(2)  The  Selection  Board  shall  make  records  of  all  communications  with  Vendors  and  make  them  available  to 
BITA.  In  the  course  of  any  such  communications,  no  disclosure  shall  be  made  of  any  information  derived 
from  Proposals  submitted  by  competing  Vendors. 

(3)  All  Vendors  shall  be  accorded  fair  and  equal  treatment  with  respect  to  any  opportunity  for  clarification  or 
correction  of  Proposals  after  submission  and  prior  to  selection.  No  clarification  or  correction  of  Proposals 
prejudicial  to  the  interests  of  the  Commonwealth  or  to  fair  competition  shall  be  permitted.  Questions  as 
to  what  constitutes  fair  and  equal  treatment  shall  be  submitted  to,  and  decided  by,  BITA  in  advance  of 
Selection  Board  action.  If  appropriate,  and  consistent  with  these  regulations,  the  Vendor's 
Technical/Business  and  Cost  Proposals  may  be  corrected  in  accordance  with  the  received  clarifications. 

(4)  If  every  Vendor's  Proposal  fails  to  meet  one  or  more  of  the  mandatory  Technical  or  Business 
Specifications,  the  Selection  Board  must  meet  with  BITA  to  determine  its  possible  courses  of  action  prior 
to  filing  its  Report. 

1.63:     Technical  and  Business  Evaluation  Report: 

(1)  The  Selection  Board  shall  prepare  a  written  report  of  its  evaluation  of  the  Vendors'  Technical  and  Business 
Proposals. 
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(2)  The  Report  must: 

(a)  state  the  date  the  Request  For  Proposals  was  issued,  the  date  of  the  Vendors'  conference,  and  the 
due  date  (s)  of  the  Technical  and  Business  Proposals; 

(b)  state  whether  the  Request  For  Proposals  and/or  the  Evaluation  Criteria  were  amended; 

(c)  identify  the  Vendors  who  responded  to  the  Request  For  Proposals; 

(d)  list  the  Proposals  deemed  unresponsive  and  identify  the  mandatory  Technical  and  Business 
Specifications  which  such  Proposals  failed  to  meet; 

(e)  explain  any  clarifications  or  corrections; 

(f)  list  the  responsive  Proposals  in  descending  total  point  order  and  identify  the  Technical  and 
Business  points  and  Demonstration/Benchmark  points  (if  included)  awarded  to  each 
Proposal; 

(g)  contain  documentation  adequate  to  explain  the  Selection  Board's  evaluations  and  to  prove  that  the 
evaluations  were  conducted  using  the  Evaluation  Criteria  on  file  with  DPGS; 

(h)  recommend  that  the  report  be  accepted;  and 

(i)  be  signed  by  the  Selection  Board  Chairperson. 

(3)  Consistent  with  these  regulations,  based  upon  a  Vendor's  subsequent  Demonstration/Benchmark  and/or  oral 
presentation,  the  written  report  may  be  amended  to  reflect  such  Demonstration/Benchmark  and/or  oral 
presentation. 

1.64:     Communication  with  Vendors. 

(1)  Selection  Boards  may  not  release  the  results  of  their  evaluation  of  Proposals  to  the  responding  Vendors, 
to  other  Vendors,  or  to  any  other  party  during  the  proposal  evaluation  process. 

1.65:     BITA  Review  of  Technical  and  Business  Evaluation  Report. 

(1)  BITA  shall  review  the  Technical  and  Business  Evaluation  Report  to  ensure  that  all  Vendors  qualified  by 
the  Selection  Board  met  the  mandatory  Technical  and  Business  Specification  set  out  in  the  Request  For 
Proposals  and  that  the  Proposals  were  properly  evaluated  in  accordance  with  the  Evaluation  Criteria. 

1.66:  Demonstrations. 

(1)  After  BITA  has  approved  the  Technical  and  Business  Evaluation  Report,  and  if  provided  for  in  the  Request 
For  Proposals,  the  Selection  Board  shall  then  arrange  for  Demonstrations.  If  there  are  four  or  more 
responsive  Proposals,  the  Selection  Board,  subject  to  the  provisions  in  the  Request  For  Proposals,  may 
request  an  Honest  Broker  to  examine  the  Cost  Proposals  to  determine  which  Vendors  fall  within  the 
Competitive  Range  and  shall  attend  Demonstrations  by  these  Vendors.  If  there  are  fewer  than  four 
responsive  Proposals,  the  Selection  Board  shall  arrange  to  demonstrate  all  of  them. 

(2)  Vendors  may  be  required  to  bear  the  costs  associated  with  conducting  a  Demonstration  if  the  RFP  clearly 
states  this  as  a  requirement.  Costs  associated  with  conducting  the  Demonstration  include,  but  are  not 
limited  to  the  following: 

(a)  all  Costs  the  Vendor  may  incur  in  transporting,  installing  and  operating  any  Hardware  and/or 
Software  being  Demonstrated; 

(b)  all  personnel  costs  the  Vendor  may  incur  with  respect  to  providing  the  necessary  individuals  to 
conduct  the  Demonstration;  and 
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(c)        all  necessary  expenses  for  transportation,  lodging,  and  meals  which  may  be  incurred  by  the 
Commonwealth  on  behalf  of  its  employees  required  to  attend  the  Demonstration. 

1.67:     Demonstration  Evaluation  Report. 

(1)  After  viewing  the  Demonstrations,  the  Selection  Board  shall  submit  to  BITA  a  written  report  which  includes 
the  Board's  assessment  of  the  Vendor's  substantiation  of  the  assertions  made  in  its  Technical  and  Business 
Proposal. 

1.68:     BITA  Review  of  Demonstration  Report. 

(1)  After  BITA  has  received  and  approved  the  Demonstration  Report  and  filed  it  and  the  Technical  and 
Business  Report  with  the  DPGS,  the  DPGS  shall  release  the  Cost  Proposals  to  the  Selection  Board. 

1.69:     Evaluation  of  Cost  Proposals. 

(1)  The  Selection  Board  shall  review  the  Cost  Proposals  and  apply  the  Evaluation  Formula  in  the  Evaluation 
Criteria  to  award  the  Vendor  cost  points. 

1.70:     Final  Report. 

(1)  The  Selection  Board  shall  prepare  a  final  written  report  of  its  evaluation  of  the  Vendors'  Technical  and 
Business  Proposals,  Demonstrations/Benchmarks/  Oral  Presentations  (if  any),  and  Cost  Proposals. 

(2)  The  Final  Report  must: 

(a)  state  the  date  the  Request  For  Proposals  was  issued,  the  date  of  the  Vendors'  conference,  and  the 
due  date(s)  of  the  Technical  and  Business  Proposals; 

(b)  state  whether  the  Request  For  Proposals  or  the  Evaluation  Criteria  were  amended; 

(c)  identify  the  Vendors  who  responded  to  the  Request  For  Proposals; 

(d)  list  the  Proposals  deemed  unresponsive  and  identify  the  mandatory  Technical  and  Business 
Specifications  which  the  Proposals  failed  to  meet; 

(e)  explain  any  clarifications  or  corrections; 

(f)  list  the  responsive  Proposals  in  descending  total  point  order  and  identify  the  Technical  and 
Business  points  and  Demonstration  points  (if  included)  awarded  to  each  Proposal; 

(g)  contain  documentation  adequate  to  explain  the  Selection  Board's  evaluations  and  to  prove  that  the 
evaluations  were  conducted  using  the  Evaluation  Criteria  on  file  with  the  DPGS;; 

(h)  identify  Vendor  Cost; 

(i)  recommend  that  the  report  be  accepted;  and 
(j)         be  signed  by  the  Selection  Board  Chairperson. 

1.71;     BITA  Review  of  Selection  Board  Draft  Final  Report. 

(1)  BITA  shall  review  the  Selection  Board  Draft  Final  Report.  If  BITA  finds  that  the  Selection  Board  did  not 
conduct  the  evaluation  in  conformity  with  these  regulations,  or  that  it  did  not  adequately  support  the 
recommendations  made  in  the  report,  BFTA  shall  meet  with  the  Selection  Board  to  review  and  discuss  the 
evaluation  and  selection.  The  Selection  Board  may  correct  any  errors  or  omissions  revealed  by  the  review 
and  amend  the  report  accordingly. 
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(2)  If  BITA  does  not  accept  the  recommendations  within  a  reasonable  period  in  an  original  or  amended 
Selection  Board  report,  the  matter  shall  be  referred  to  the  Purchasing  Agent  or  his  designee.  After  review, 
the  Purchasing  Agent  or  his  designee  shall  order  such  actions  deemed  necessary  to  protect  the  interests  of 
the  Commonwealth  and  of  competing  Vendors.  Permissible  actions  include,  but  are  not  limited  to, 
accepting  the  Selection  Board's  recommendations,  revoking  approval  of  the  Request,  or  restarting  the 
Procurement  at  an  earlier  point  in  the  approval  or  Vendor  selection  processes. 

(3)  Any  order  made  under  this  section  shall  be  signed  by  the  Purchasing  Agent,  or  by  his  designee. 
1.72:     Notification  to  Vendors. 

(1)        After  BITA  approval  of  the  final  report,  the  Selection  Board  shall  notify  the  Vendors  of  its  selection. 
1.73:     Debriefing  of  Unsuccessful  Vendors. 

(1)  Any  Vendor  may  request  a  debriefing  within  two  (2)  weeks  after  receiving  notification  under  Section  1.72, 
to  discuss  the  Selection  Board's  evaluation  of  its  Proposal  with  the  Selection  Board.  Requests  For 
debriefing  shall  be  delivered  to  the  Chairperson  of  the  Selection  Board.  Debriefings  shall  not  include 
discussion  of  any  competing  Proposals. 

1.74:  fRESERVEDl. 

EMERGENCY  SELECTION 

1.75:     Vendor  Selection. 

(1)  The  Procurement  Coordinator  shall  select  a  Vendor  by  such  means  as  the  Purchasing  Agent  or  his  designee 
deems  appropriate  to  meet  the  emergency. 

(2)  Notwithstanding  paragraph  (1),  Vendor  selection  shall  be  accomplished  with  as  much  competition  as  is 
practicable  in  the  circumstances,  such  as  simultaneous  discussions  with  several  Vendors,  or  the  solicitation 
of  Quotes,  Bids,  or  Proposals  by  letter  or  telephone. 

1.76:     Emergency  Report. 

(1)  After  the  emergency  Contract  has  been  executed  and  filed  with  the  Comptroller,  the  Procurement 
Coordinator  shall  submit  a  written  report  to  BITA,  and  to  the  Purchasing  Agent  or  his  designee.  The 
report  shall  fully  describe  the  Department's  activities  and  actions  with  respect  to  the  Emergency 
Procurement  of  the  Information  Technology  Resources. 

1.77-1.79:  rRESERVEDl. 

CONTRACT  NEGOTIATION  AND  REVIEW 

1.80:     Non-Competitive  Procurements. 

(1)  After  a  Request  for  a  Non-Competitive  Procurement  has  received  the  requisite  approvals,  the  Purchasing 
Agent  or  his  designee  shall  appoint  a  Contract  Negotiating  Team  which  may  consist  of  the  Procurement 
Coordinator  and  a  representative  of  BITA. 
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(2)  The  Contract  Negotiating  Team  shall  negotiate  with  the  selected  Vendor  and  submit  the  negotiated  Contract 
to  BITA  for  approval  before  the  document  is  presented  to  the  selected  Vendor  for  signing. 

(3)  If  the  selected  Vendor  is  guilty  of  bad  faith  in  the  negotiations,  or  if  for  any  other  reason  the  parties  are 
unable  to  agree  upon  a  Contract,  the  Contract  Negotiating  Team  shall  report  to  the  Purchasing  Agent  or 
his  designee  who  shall  review  the  negotiations  and  advise  the  Commissioner  of  Administration.  The 
Commissioner  or  his  designee  shall  order  such  action  as  he  deems  necessary  to  protect  the  interests  of  the 
Commonwealth. 

1.81:     Blanket  Contracts. 

(1)  The  Contract  negotiating  process  shall  proceed  either  as  for  Invitation  For  Bids  (1.83)  or  Request  For 
Proposals  (1.84). 

1.82:     Small  Purchases. 

(1)  Unless  the  Purchasing  Agent  or  his  designee  instructs  otherwise,  the  Procurement  Coordinator  shall  act  as 
the  Contract  Negotiating  Team. 

(2)  The  Procurement  Coordinator  shall  negotiate  with  the  selected  Vendor  and  submit  the  proposed  Order  Form 
to  BITA  for  review  and  approval.  So  far  as  is  practicable,  the  Contract  should  satisfy  the  objectives  listed 
in  Section  1.83(3)  (a)  through  (d). 

1.83:     Invitation  For  Bids. 

(1)  The  Purchasing  Agent  or  his  designee  shall  appoint  a  Contract  Negotiating  Team,  which  shall  include  at 
least  one  member  of  the  Selection  Board,  and  notify  it  to  begin  negotiations  with  the  selected  Vendor. 

(2)  The  Contract  Negotiating  Team  shall  meet,  prior  to  the  commencement  of  negotiations  with  the  selected 
Vendor,  to  review  pertinent  issues,  including  the  mandatory  specifications  of  the  Invitation  For  Bids. 

(3)  The  negotiated  Contract  shall,  so  far  as  reasonably  possible,  satisfy  all  of  the  following  objectives: 

(a)  conform  substantially  to  the  scope,  terms,  and  conditions  of  the  Invitation  For  Bids,  with  due 
regard  for  fairness  implicit  in  the  public  competitive  procurement  process; 

(b)  resolve  any  discrepancies  between  the  Invitation  For  Bids  and  the  selected  Vendor's  Bid; 

(c)  clarify  ambiguities  or  omissions  in  the  selected  Vendor's  Bid;  and 

(d)  address  the  needs,  goals,  and  objectives  which  prompted  the  procurement  and  be  otherwise  suitable 
for  approval  by  the  Purchasing  Agent  or  his  designee  and  execution  by  the  parties. 

(4)  Prior  to  the  Contract  Negotiating  Team  presenting  any  proposed  Contract  to  the  selected  Vendor  for 
signing,  it  shall  submit  the  document  to  BITA  for  approval. 

1.84:     Requests  For  Proposals. 

(1)  The  Purchasing  Agent  or  his  designee  shall  appoint  a  Contract  Negotiating  Team,  which  shall  include  at 
least  one  member  of  the  Selection  Board,  and  notify  it  to  begin  negotiations  with  the  selected  Vendor. 

(2)  The  Contract  Negotiating  Team  shall  meet,  prior  to  the  commencement  of  negotiations  with  the  selected 
Vendor,  to  review  pertinent  issues  and  to  plan  the  negotiation  strategy. 
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(3)  The  negotiated  Contract  shall,  so  far  as  reasonably  possible,  satisfy  all  of  the  following  objectives: 

(a)  conform  substantially  to  the  scope,  terms,  and  conditions  of  the  Request  For  Proposals,  with  due 
regard  for  fairness  implicit  in  the  public  competitive  procurement  process; 

(b)  resolve  any  discrepancies  between  the  Request  For  Proposals  and  the  selected  Vendor's  Proposal; 

(c)  clarify  ambiguities  or  omissions  in  the  selected  Vendor's  Proposal;  and 

(d)  address  the  needs,  goals,  and  objectives  which  prompted  the  Procurement  and  be  otherwise  suitable 
for  approval  by  the  Purchasing  Agent  or  his  designee  and  execution  by  the  parties. 

(4)  Prior  to  the  Contract  Negotiating  Team  presenting  any  proposed  Contract  to  the  selected  Vendor  for 
signing,  it  shall  submit  the  document  to  BITA  for  approval. 

1.85:     Emergency  Procurements. 

(1)  A  Contract  for  Emergency  Procurement  of  Information  Technology  Resources  shall  be  negotiated  in  a 
manner  approved  in  advance  by  the  Purchasing  Agent  or  his  designee. 

1.86:     BITA  Review  of  Contract. 

(1)  BITA  shall  review  each  proposed  Contract.  If  BITA  approves  the  Contract,  the  Director  of  BITA  shall 
record  his  approval  on  the  Request  Form  and  notify  the  Purchasing  Agent  or  his  designee  of  his  approval. 

(2)  If  BITA  disapproves  the  proposed  Contract,  it  shall  notify  the  Chairperson  of  the  Contract  Negotiating 
Team  indicating  the  reasons  for  disapproval  and  the  modifications  required  for  resubmission. 

(3)  BFTA  shall  disapprove  the  proposed  Contract  if  it  determines  that: 

(a)  it  is  inconsistent  with  the  terms  and  conditions  of  the  Solicitation; 

(b)  it  is  inconsistent  with  any  applicable  statute,  regulation,  Executive  Order,  or  Administrative 
Bulletin;  or 

(c)  the  proposed  Contract  terms  are,  in  its  judgment,  imprudent  or  otherwise  contrary  to  the  best 
interests  of  the  Commonwealth. 

1.87:     Purchasing  Agent's  Review  of  Contract. 

(1)  After  such  review  as  he  deems  appropriate,  the  Purchasing  Agent  or  his  designee  shall  approve  or 
disapprove  any  Contract  previously  approved  by  BITA.  The  Purchasing  Agent  or  his  designee  may 
disapprove  the  proposed  Contract  for  any  of  the  reasons  listed  in  Paragraph  (3)  of  Section  1.86.  If  he 
approves  the  proposed  Contract,  he  shall  record  his  approval  on  the  Request  Form. 

(2)  A  Department  may  appeal  to  the  Purchasing  Agent  or  his  designee  for  review  of  BITA  disapproval  of  a 
Contract.  If  the  Purchasing  Agent  finds  that  disapproval  was  unwarranted  or  unreasonable,  he  may  approve 
the  Contract. 

(3)  A  Department  may  appeal  to  the  Commissioner  of  Administration  or  his  designee  for  a  review  of  the 
Purchasing  Agent's  disapproval  of  a  Contract.  If  the  Commissioner  finds  that  disapproval  was  unwarranted 
or  unreasonable,  he  may  approve  the  Contract. 

1.88:     Execution  and  Filing  of  Contract. 
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(1)  BITA  shall  prepare  for  execution  each  Contract  approved  by  the  Purchasing  Agent  or  his  designee  and  file 
one  signed  original  copy  of  the  Contract  in  the  Office  of  the  Comptroller,  and  retain  one  original.  The 
Comptroller  or  his  designee  shall  stamp  the  date  of  filing  on  the  Request  Form  and  return  a  copy  of  the 
Request  Form  to  BITA. 

(2)  No  Contract  for  Information  Technology  Resources  shall  be  binding  on  the  Commonwealth  and  no 
payments  shall  be  made  to  the  Contractor  unless  and  until  the  Contract  has  been  approved  by  the 
Purchasing  Agent  or  his  designee  under  the  preceding  section  and  accepted  for  filing  by  the  Comptroller. 

(3)  Payment  under  consultant  Contracts,  and  the  making  and  approval  of  such  Contracts,  are  subject  to  the 
conditions  and  limitations  of  Massachusetts  General  Laws  c.  29,  s.  29A,  and  c.  7 A,  s.  6. 

1.89:     Duration  of  Contract. 

(1)  A  Contract  may  be  entered  into  for  any  period  of  time  (not  to  exceed  any  legally  mandated  limitations) 
deemed  to  be  in  the  best  interests  of  the  Commonwealth,  provided  that  the  term  of  the  Contract  (including 
any  periods  of  renewal  or  extension)  shall  not  exceed  any  maximum  term  stated  in  the  Solicitation.  The 
approvals  and  certifications  contained  in  the  Request  Form  which  resulted  in  the  Procurement  shall  be 
deemed  to  continue  in  the  succeeding  fiscal  years  within  the  Contract  term,  unless  approval  or  certification 
is  affirmatively  amended  or  revoked,  but  payment  and  performance  obligations  of  Contracts  shall  always 
be  contingent  upon  the  appropriation  and  allocation  of  Funds. 

1.90:     Monitoring  of  Contract. 

(1)  Departments  shall  respond  promptly  to  questions  by  BITA  about  Contractors'  performance  under  Contracts 
made  and  approved  pursuant  to  these  regulations.  Written  questions  shall  be  responded  to  in  writing. 

ORDERING  GOODS  AND  SERVICES 

1.91:     Ordering  Goods  and  Services. 

(1)  Purchases 

(a)  For  the  purchase  of  Information  Technology  Resources  through  a  Non-Competitive  Procurement, 
at  the  time  it  initially  submits  a  Request  Form  (Form  AF-29),  the  requesting  Department  must  also 
submit  a  written  statement  to  BITA  that  indicates  the  specific  sub-clause  of  Section  1.26  of  these 
regulations  which  justifies  the  sole-source  Procurement.  The  requesting  Department  must  also 
submit  a  completed  and  signed  Order  Form.  If  BITA  approves  the  Procurement,  it  shall  prepare 
a  purchase  order.  Only  DPGS  may  issue  a  purchase  order  for  Information  Technology  Resources. 

(i)  If  paragraph  (a),  (d)  or  (e)  of  Section  1.26  justifies  the  sole-source  Procurement,  the 
Department  must  include  a  set  of  specifications  and  the  details  of  the  investigation,  a 
detailed  estimate  of  the  Software  costs,  or  the  reason  for  compatibility,  respectively,  in 
its  Request. 

(ii)  If  paragraph  (f)  of  Section  1.26  justifies  the  sole-source  Procurement,  the  Department 
must  include  a  completed  departmental  purchase  order  and  a  letter  from  the  Department 
indicating  the  price  of  the  Information  Technology  Resources  to  be  procured  (which  may 
not  exceed  $500.00)  in  its  Request. 

(b)  For  the  purchase  of  Information  Technology  Resources  under  a  Blanket  Contract  or  from  a  Vendor 
selected  as  a  result  of  an  Invitation  for  Bids  or  Request  For  Proposals,  after  the  Procurement  has 
received  the  requisite  approvals,  the  requesting  Department  must  submit  a  completed  and  signed 
Order  Form  to  BITA,  which  shall  then  prepare  a  purchase  order  (with  copies  to  the  Comptroller). 
Only  DPGS  may  issue  purchase  orders  for  Information  Technology  Resources. 
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(c)  For  the  purchase  of  Information  Technology  Resources  under  the  Small  Purchase  provisions  of 
these  regulations,  the  requesting  Department  must  submit  to  BITA  a  Request  Form,  three  written 
Quotes  with  a  letter  indicating  the  Department's  choice  of  Vendor  (s),  and  a  completed  and 
signed  Order  Form.    If  BITA  approves  the  Procurement,  it  shall  prepare  a  purchase  order 

(with  copies  to  the  Comptroller.)  Only  DPGS  may  issue  purchase  orders  for  Information 
Technology  Resources. 

(d)  For  the  purchase  of  Information  Technology  Resources  under  the  provisions  for  Emergency 
Procurement,  the  Department  shall  order  the  Information  Technology  Resources  in  the  manner 
directed  by  the  Purchasing  Agent  or  his  designee. 

(2)  Tax  Exempt  Lease  Purchases  (TELP) 

The  Commissioner  of  Administration  shall  establish  the  procedures  to  be  used  by  Departments  in  procuring 
goods  under  a  Tax  Exempt  Lease  Purchase.  At  a  minimum,  all  requests  to  procure  goods  under  a  Tax  Exempt 
Lease  Purchase  must  be  reviewed  and  approved  by  the  Budget  Bureau  prior  to  the  funds  being  authorized  for  the 
Procurement. 

(3)  Lease/Rental 

(a)  For  the  Procurement  of  leased  or  rented  Information  Technology  Resources,  no  purchase  order 
is  required. 

(b)  For  the  Procurement  of  leased  or  rented  Information  Technology  Resources  obtained  by  any 
method  of  Vendor  selection  established  by  these  regulations  except  Emergency  Procurements,  after 
receiving  the  requisite  approval  for  the  particular  Procurement,  the  requesting  Department  shall 
submit  a  cover  letter,  a  completed  and  signed  Order  Form  a  Lease  or  Rental  Agreement,  and  a 
copy  of  an  approved,  date  stamped  Request  Form  directly  to  the  Vendor  (with  copies  of  all 
such  correspondence  to  BITA). 

(c)  In  the  case  of  Emergency  Procurements,  the  Department  shall  arrange  for  the  lease  or  rental  of 
Information  Technology  Resources  in  the  manner  prescribed  by  the  Purchasing  Agent  or  his 
designee. 

(4)  Service  Contracts 

(a)  For  all  Contracts  for  Services,  except  in  Emergency  situations,  the  requesting  Department  shall 
submit  the  proposed  Contract,  related  attachments,  and  Request  Form  (AF-29)  to  BITA 
for  review  and  approval  before  obtaining  the  signature  of  the  prospective  Contractor.  No  Contract 
for  Information  Technology  Resources  shall  be  binding  on  the  Commonwealth,  and  no  payments 
shall  be  made  to  the  Contractor  unless  and  until  the  Contract  has  been  approved  by  the  Purchasing 
Agent  or  his  designee  and  accepted  for  filing  by  the  Comptroller.  Payment  can  not  be  made  for 
Services  rendered  before  the  Contract  is  accepted  by  the  Comptroller. 

(b)  In  the  special  circumstance  of  an  Emergency  Procurement  of  Services,  the  Purchasing  Agent  or 
his  designee  shall  make  provisions  for  such  Contracts  appropriate  to  the  situation. 
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APPEALS 

1.92:     Appeals  of  Selection  Board  Decisions 

(1)  Any  Vendor  entitled  to  a  debriefing  under  Sections  1.48  or  1.73  of  these  regulations,  who  has  requested 
a  debriefing  in  a  timely  fashion  and  who  has  received  the  debriefing,  may  request  the  opportunity  to  appeal 
the  decision  of  the  Selection  Board  to  the  Director  of  BITA. 

(2)  A  written  notice  of  a  request  for  an  appeal,  which  must  include  a  brief  description  of  the  reasons  for  the 
appeal,  shall  be  filed  with  the  Director  of  BITA  no  later  than  two  weeks  after  the  date  of  the  debriefing. 

(3)  The  Director  of  BITA  shall  review  the  request  for  appeal  and,  if  warranted,  schedule  a  meeting  within  two 
weeks  of  the  receipt  of  the  written  appeal  request. 

(4)  If  the  Director  of  BITA  determines  that  the  request  for  appeal  is  without  merit,  he  shall  so  notify  the 
Vendor  in  writing. 

(5)  If  the  Director  of  BITA  determines  that  a  material  error  was  made  in  the  evaluation  or  selection  process, 
he  may,  where  appropriate,  reconvene  the  Selection  Board,  notify  the  Selection  Board  of  his  determination, 
and  instruct  it  to  make  the  appropriate  re-evaluation.  Additionally,  he  may  initiate  whatever  other  steps 
are  necessary  to  correct  the  error  and  shall  so  inform  the  Vendor  of  his  actions. 

1.93:     Appeals  of  BITA  Decisions. 

(1)  Vendors  or  Departments  may  request  an  opportunity  to  appeal  decisions  by  BITA  made  under  these 
regulations,  by  filing  a  written  request  for  such  an  appeal  with  the  Purchasing  Agent  or  his  designee  within 
two  weeks  of  the  receipt  of  a  BITA  decision.  The  Vendors  or  Departments  should  include  in  their  request 
a  description  of  the  reasons  for  appeal . 

(2)  The  Purchasing  Agent  or  his  designee  shall  review  the  request  for  appeal,  and  if  warranted,  schedule  a 
meeting  within  two  weeks  of  the  receipt  of  the  written  appeal  request. 

(3)  If  the  Purchasing  Agent  or  his  designee  determines  that  the  request  for  appeal  is  without  merit,  he  shall 
so  notify  the  Vendor  or  Department  in  writing. 

(4)  If  the  Purchasing  Agent  or  his  designee  determines  that  a  material  procedural  error  was  made  in  violation 
of  these  regulations,  he  may  require  whatever  corrective  measures  are  appropriate. 

1.94:     Appeals  of  Purchasing  Agent  Decisions 

(1)  Vendors  or  Departments  may  request  an  opportunity  to  appeal  decisions  by  the  Purchasing  Agent  made 
under  these  regulations,  by  filing  a  written  request  for  such  an  appeal  with  the  Commissioner  of 
Administration  or  their  designee  within  two  weeks  of  receipt  of  the  Purchasing  Agent's  decision.  The 
Vendors  or  Departments  should  include  in  their  request  a  description  of  the  reasons  for  appeal. 

(2)  The  Commissioner  or  his  designee  shall  review  the  requests  for  appeal,  and  if  warranted,  schedule  a 
meeting  within  two  weeks  of  the  receipt  of  the  written  appeal  request. 

(3)  If  the  Commissioner  or  his  designee  determines  that  the  request  for  appeal  is  without  merit,  he  shall  notify 
the  Vendor  or  Department  in  writing. 
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(4)  If  the  Commissioner  or  his  designee  determines  that  a  material  procedural  error  was  made  in  violation  of 
these  regulations,  he  may  require  whatever  corrective  measures  are  appropriate. 

RECORDS 

1.95:  Records. 

(1)  DPGS  shall  maintain  a  file  of  a  copy  of  each  Invitation  for  Bids  and  Request  For  Proposals  which  it  issues 
for  BITA,  their  related  Evaluation  Formula  or  Evaluation  Criteria,  and  any  amendments  to  these 
documents. 

(2)  DPGS,  upon  its  receipt  of  Vendor  responses  to  Invitation  For  Bids  and  Request  For  Proposals,  shall  keep 
one  original  of  each  Vendor's  response  and  maintain  the  official  file  of  these  documents. 

(3)  The  file  shall  be  maintained  by  DPGS  for  a  period  of  three  (3)  years  following  the  date  of  final  payment 
on  the  Contract.  Thereafter,  the  file  will  be  disposed  of  pursuant  to  the  requirements  of  the 
Commonwealth's  Records  Conservation  Board. 

(4)  BITA  shall  maintain  files  of  the  documentation  involved  in  all  other  phases  and  types  of  Procurements. 

ADMINISTRATIVE  PROCEDURES 
1.96:     Small  Purchase  Limitations. 

(1)  The  Purchasing  Agent  or  his  designee  may  limit  the  number  of  Small  Purchases  a  Department  may  make 
in  any  fiscal  year. 

(2)  The  Commissioner  of  Administration  may  amend  from  time  to  time  the  dollar  limitations  established  in 
Section  1.28. 

1.97:     Blanket  Contract  Development. 

(1)  Subject  to  these  regulations,  BITA  may  solicit  Proposals  or  Bids  for  one  or  more  Blanket  Contracts  for 
Information  Technology  Resources  when  the  Purchasing  Agent  determines: 

(a)  that  there  are  likely  to  be  numerous  Request  by  several  Departments  for  such  Resources;  and 

(b)  that  the  costs  of  conducting  a  separate  Competitive  Solicitation  for  each  such  Request  would  be 
excessive  relative  to  the  cost  of  such  items. 

(2)  The  following  conditions  shall  apply  to  all  Blanket  Contracts: 


(a)  The  Solicitation  shall  be  conducted  in  the  manner  of  Request  For  Proposals  or  Invitation  For  Bids 
under  these  regulations.  A  BITA  employee  shall  serve  as  the  Procurement  Coordinator  and 
subsequent  Contract  Officer. 

(b)  Blanket  Contracts  may  be  made  with  one  or  more  Vendors  responding  to  the  Solicitation,  but  no 
Blanket  Contract  shall  prevent  the  acquisition  of  similar  goods  or  services  by  subsequent 
Solicitations  or  obligate  the  Commonwealth  to  acquire  Information  Technology  Resources  in  any 
minimum  quantity  or  amount. 

(c)  Blanket  Contracts  may  extend  for  several  years  and  have  different  terms  and  conditions,  but  all 
Blanket  Contracts  resulting  from  the  same  Solicitation  shall  be  of  equal  duration  and  shall  contain 
substantially  the  same  terms  and  conditions. 
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(d)  The  Purchasing  Agent  or  his  designee  shall  sign  all  Blanket  Contracts  for  the  Commonwealth. 

(e)  DPGS  may  cancel  Blanket  Contracts  at  any  time  after  giving  the  notice  required  by  the  terms  of 
the  Blanket  Contract. 

(f)  Blanket  Contracts  may  be  amended: 

(i)  to  delete  Information  Technology  Resources  from  the  Blanket  Contract; 

(ii)  to  reduce  prices  or  discount  percentages;  or 

(iii)  to  add  new  Information  Technology  Resources  or  to  substitute  Information  Technology 
Resources  for  those  on  the  Blanket  Contract. 

(g)  The  deletion  of  Information  Technology  Resources,  item  (f)  (i)  above,  does  not  require  agreement 
of  the  Contractor.  Information  Technology  Resources  added  or  substituted  under  item  (f)  (iii) 
must  be  substantially  similar  in  function  or  purpose  to  Information  Technology  Resources  on  the 
Blanket  Contract  and  of  equal  or  greater  quality  and  equal  or  less  cost. 

(3)  BITA  shall  establish  rules  for  amendments  to  its  Blanket  Contracts. 

(4)  The  terms  and  conditions  in  a  Blanket  Contract  shall  be  deemed  incorporated  into  any  Order  placed  under 
it  and  shall  not  be  amended  or  superseded  by  anything  contained  in  any  Order. 

1.98:     Grounds  For  Debarment 

(1)  The  Department  of  Procurement  and  General  Services,  in  the  process  of  administering  the  Commonwealth's 
procurement  of  Information  Technology  Resources,  may,  where  sufficient  grounds  have  been  found, 
determine  that  a  particular  Vendor  is  ineligible  for  award  of  any  contract  for  the  supply  of  Information 
Technology  Resources  for  a  specified  period  of  time,  not  to  exceed  five  (5)  years. 

(2)  Debarment  may  be  imposed  upon  a  finding  by  the  DPGS  that  the  following  conditions  exist: 

(a)  A  conviction  or  final  adjudication  by  a  court  or  administrative  Department  of  competent 
jurisdiction  of  any  of  the  following  offenses: 

(i)  a  criminal  offense  incident  to  obtaining  or  attempting  to  obtain  a  public  or  private  contract 
or  subcontract,  or  in  the  performance  of  such  contract  or  subcontract; 

(ii)  a  criminal  offense  involving  embezzlement,  theft,  forgery,  bribery,  falsification  or 
destruction  of  records,  receiving  stolen  property  or  any  other  offense  indicating  a  lack  of 
business  integrity  or  business  honesty  which  seriously  and  directly  affects  the  Vendor's 
present  responsibility  as  a  public  contractor; 

(iii)  a  violation  of  state  or  federal  antitrust  laws  arising  out  of  the  submission  of  bids  or 
proposals; 

(iv)  a  violation  of  state  or  federal  laws  regulating  campaign  contributions;  or 

(v)  a  violation  of  M.G.L.  C268A. 

(b)  Clear  and  convincing  evidence  as  determined  by  the  DPGS  of  any  of  the  following  acts: 

(i)  willful  supplying  of  materially  false  information  incident  to  obtaining  or  attempting  to 
obtain  or  performing  any  public  contract  or  subcontract; 

(ii)  willful  failure  to  comply  with  record  keeping  and  accounting  requirements  prescribed  by 
law  or  regulation; 

(iii)  a  record  of  failure  to  perform  or  unsatisfactory  performance  on  contracts  previously 
awarded  to  the  Vendor. 
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(3)  In  determining  whether  to  debar  a  Vendor,  or  the  period  of  debarment,  all  mitigating  facts  and 
circumstances  shall  be  taken  into  consideration.  Except  as  precluded  by  statue,  a  debarment  may  be 
removed  or  the  period  thereof  may  be  reduced  by  the  DPGS  upon  the  submission  of  an  application 
supported  by  documentary  evidence  setting  forth  appropriate  grounds  for  the  granting  of  relief,  such  as 
newly  discovered  material  evidence,  reversal  of  a  conviction,  or  judgment  bona  fide  change  of  ownership 
or  management,  or  the  elimination  of  the  cause  for  which  the  debarment  was  imposed. 

1.99:     Process  For  Debarment 

(1)  No  Vendor  may  be  debarred  unless  the  DPGS  has  first  informed  the  Vendor  by  written  notice  of  the 
proposed  debarment  mailed  via  registered  or  certified  mail  to  the  Vendor's  last  known  address. 

(2)  The  notice  shall  inform  the  Vendor  of  the  reasons  for  the  proposed  debarment  and  shall  state  that  the 
Vendor  will  be  afforded  an  opportunity  for  a  hearing  if  the  Vendor  so  requests  in  writing  to  the  DPGS, 
within  fourteen  days  of  receipt  of  notice. 

(3)  A  hearing  requested  under  this  section  shall  be  conducted  within  thirty  days  of  receipt  of  the  request,  unless 
the  Vendor  requests  that  the  DPGS  grant  additional  time  for  preparation. 

(4)  The  hearing  shall  be  conducted  according  to  the  rules  for  the  conduct  of  adjudicatory  hearings  pursuant  to 
801  CMR  1.00  Standard  Adjudicatory  Rules  of  Practice  and  Procedure. 

(5)  A  debarment  shall  not  be  imposed  until; 

(a)  fourteen  days  after  receipt  by  the  Vendor  of  notice  of  the  proposed  debarment  if  no  hearing  is 
requested;  or 

(b)  the  issuance  of  a  written  decision  by  the  Purchasing  Agent  which  makes  specific  findings  that  there 
is  clear  and  convincing  evidence  to  support  the  debarment  and  that  debarment  for  the  period 
specified  in  the  decision  is  required  to  protect  the  integrity  of  the  public  contracting  process. 

(6)  A  Vendor  shall  be  notified  forthwith  of  the  decision  by  registered  or  certified  mail,  and  of  the  Vendor's 
right  to  judicial  review  in  the  event  that  the  decision  is  adverse  to  the  Vendor. 

(7)  For  purposes  of  these  regulations,  the  decision  of  the  Purchasing  Agent  shall  be  final. 
1.100:   Scope  and  Application  of  Debarment 

(1)  A  debarment  may  include  all  known  affiliates  of  a  Vendor.  The  decision  to  include  a  known  affiliate  within 
the  scope  of  a  debarment  shall  be  made  on  a  case-by-case  basis,  after  giving  due  regard  to  all  relevant  facts 
and  circumstances.  An  affiliate,  entity  or  individual  may  not  be  debarred  unless  it  is  afforded  prior  notice 
and  opportunity  for  a  hearing  in  accordance  with  these  regulations 

(2)  During  a  period  of  Debarment,  offers,  bids,  proposals  or  quotes  shall  not  be  solicited  or  considered  from 
debarred  Vendors,  and  Vendors  shall  not  contract  for  the  services  of  debarred  vendors  on  any  public 
contract. 

REGULATORY  AUTHORITY:  M.G.L.  c.29,  ss.  27B  and  29A; 

M.G.L.  c.7,  ss.  4  and  22; 

Chapter  731  of  the  Acts  and  Resolves  of  1989. 
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APPENDIX  D  -  SAMPLE  NOPP 


Procurement 
Coordinator 


TO:  Bureau  of  Information  Technology  Acquisitions 

FROM:  {Name  and  Title  of  Procurement  Coordinator) 

DATE:  (MM/DD/YY) 

SUBJECT:  NOTICE  OF  PROPOSED  PROCUREMENT 


Procuring 
Dept.  Admins. 
Unit/(ORG) 

Desired  Goods 
or  Services: 

Type  of  Contract: 
Duration  of 
Contract: 

Est  Total  Cost: 

Est.  FY  

Expenditure 

Consonance  w/ 
Dept.  ADP  Plan 


On  behalf  of  (Dept.),  I  hereby  provide  the  notification  required  by  801 
CMR  5.00  that  (Dept. /Organization)  intends  to  procure  the  following 
data  processing  goods  and/or  services: 


Goods: 
Services: 


(List  of  goods) 
(List  of  Services) 


It  is  our  intent  to  (purchase,  rent,  lease)  these  goods  or  services  in 

FY  .  The  contract  would  begin  on  approval  of  the  AF-29,  or  on  Desired 

start  date),  whichever  is  later. 


The  approximate  total  cost  of  the  contract  will  be  ($ 
The  estimated  expenditure  in  FY  will  be  ($  


These  goods  and  services  are  necessary  to  implement  the  following 
(approved)  Dept.  ADP  initiative: 


(Give  brief  title  and  number  of  ADP  initiative  as  assigned  by 
BIT  A  and  identified  on  the  department's  Spending  Plan.) 

Type  of  Procurement:  As  procurement  coordinator,  I  am  aware  that  statute  and  regulation 
require  a  competitive  procurement  (an  RFP,  IFB,  Small  Purchase,  or  the 
use  of  a  blanket  contract)  unless  I  can  justify  a  sole  source  or  emergency 
(state  whether  the  Dept.  intends  to  request  a  method  of  vendor  selection 
other  than  a  competitive  procurement.  If  the  method  is  non-competitive 
then  identify  the  Dept's  choice  of  vendor). 

Phone  Number:         Please  call  me  at  (phone  number)  to  schedule  a  Screening  Conference. 

Address:  My  mailing  address  is:  (address) 


BITA  (Bureau  of  Information  Technology  Acquisitions) 
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